
Last day on EWC 
programme

Actioned ASAP or
within 1-week

AM/Director 
intervenes with 
the agreement?

Work 
Package(s) 
SharePoint  

MIDP

Area Manager(AM)/Director 
reviews Agreement of Release 

(AoR) Form (email process)

Operational Line Manager 
revises Agreement of Release 

(AoR) form

Operational Line Manager 
negotiates release date and 

agrees date (by following 
automated email process)

Individual completes online 
Agreement of Release (AoR) 

form Agreement 
of Release 
(AoR) form

2-weeks before
release date

Operational Line Manager 
finalises Pre-release Checklist

Pre-release 
checklist

Yes

No

No

Individual offered position on 
another contract

Individual notifies next project 
of agreed start date and 

continues to perform duties of  
role

Operational Line Manager 
prompted to review Agreement 

of Release (AoR) form

Op. Line 
Manager checks

AoR form still 
valid?

Individual resigns from 
Costain or Skanska

Individual completes online 
Agreement of Release (AoR) 

form

Operational Line Manager 
completes Pre-release Checklist

Individual leaves 
EWC Programme

Operational Line Manager 
confirms Agreement of Release 

(AoR) form

AoR form details stored on 
SharePoint spreadsheet that 

is visible to People Team

Individual continues to perform 
duties role until last day on EWC 

programme

Operational Line Manager sends 
finalised Pre-release Checklist 
to leavers.ewc@csjv.co.uk and 

confirms leaving date

Individual continues to perform 
duties of role throughout notice 

period

Area Manager (AM)/ 
Director or 

Functional Lead

Individual leaving 
the EWC programme

Responsibility Holders

Operational Line 
Manager

Parent Company 
Line Manager

Yes

EWC Programme Leaver Process - 2020

Parent Company Line 
Manager completes internal 
leaver processes with Parent 

Company HR

Parent Company Line Manager 
finalises internal processes with 
HR and confirms leaving details

Area Manager(AM)/Director 
reviews Agreement of Release 

(AoR) Form (email process)People Team 
leavers.ewc@csjv.co.uk

Leavers Team processes 
the individual’s release 

from EWC

Individual emails 
leavers.ewc@csjv.co.uk and 
receives link to Online form

Individual emails 
leavers.ewc@csjv.co.uk and 
receives link to Online form

v2

https://costaingroup.sharepoint.com/sites/EWS/IDP/SitePages/Home.aspx
https://apps.powerapps.com/play/9464fcaa-92dd-44a9-826f-b1a1f0ce2abb?tenantId=8cb09124-b2c7-4dab-89ab-b3781aa4e809
https://costaingroup.sharepoint.com/:b:/r/sites/EWS/RM/HRSharedFiles/2.%20Pre-release%20Checklist%20v1.0.pdf?csf=1&e=r8Q67v
mailto:leavers@csjv.co.uk
mailto:leavers.ewc@csjv.co.uk
mailto:leavers.ewc@csjv.co.uk
mailto:leavers.ewc@csjv.co.uk

