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An Employee Policy Handbook or Employee Handbook is 

a document containing a compilation of a company’s mis-

sion, vision, goals, company culture and policies. It com-

municates the procedures, working conditions, the compa-

ny’s commitment to its employees, what is expected of its 

employees, and so on. Most handbooks also detail addi-

tional terms and conditions of employment including em-

ployee confidentiality agreements. The handbook is given 

to employees typically at the beginning of their employ-

ment to provide guidance on their conduct throughout the 

duration of their employment and beyond. 

 

A standard Employee Handbook may include the follow-

ing: 

 Company’s mission, vision, goals, history, etc. 

 Workplace Policies regarding issues such as sexual 

harassment and violence, confidentiality, data pro-

tection, safety and health. 

 Code of Conduct pertaining to dress code, employee 

relationships, employment of relatives, solicitation, 

unacceptable activities and conflict of interest. 

 Employment Basics such as the type of employment 

contract, grievance procedures, equal opportunity for 

employment, recruitment process, training & orienta-

tion, attendance at work, benefits and perks,  work-

ing hours, leave of absence, vacation, resignation 

and termination. 

 

It is important for a company to have this handbook be-

cause, it helps the employees understand the standard-

ized procedures of the company by reducing confusion 

surrounding Human Resources processes and helps em-

ployees understand what their rights and responsibilities 

are. It also outlines expectations and values for employees 

and gives them clarity on what is expected of them.  

 

The Employee Policy Handbook also acts as a point of 

reference for employees whenever they are unsure of 

what to do in any situation. This helps reduce the time 

wasted solving HR issues as the handbook often helps 

clarify the right course of action to take in any circum-

stance.  

 

Another benefit of having an Employee Handbook is that, 

it helps protect the employer in case of any legal issues 

down the line. Most employers require employees to sign 

a statement to verify that the employee has read the em-

ployee handbook and agrees to abide by the contents. 

 

Once expectations are written and understood in the hand-

book, they prevent misunderstandings which may lead to 

lawsuits. For example, a company has stated in its hand-

book that, any employee who absents himself from work 

three times without any written approval from his supervi-

sor will be terminated. If an employee’s conduct falls foul 

of this provision and the employee’s contract is terminated, 

the employer is covered if the employee decides to sue for 

wrongful termination.  

 

In conclusion, an employee handbook is beneficial to both 

employers and employees. If you employ even just one 

person in your work and you do not have a handbook, you 

need to contact your lawyer now and get one prepared for 

you.. 

EMPLOYEE POLICY HANDBOOK: WHY EVERY EMPLOYER NEEDS ONE.  

By Lebene Gbebleou—Sleem 
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Gabriel Suglo -  Facilities & Security Sup-

port 

We welcome Gabriel to the FSB Team as our Facilities 

& Security Support. Gabriel is responsible for main-

taining the office facilities and for providing security 

at our firm’s premises at all times. He has experience 

in financial services and marketing as well as  com-

mercial cleaning ventures. He previously worked 

with D’Best and Kindjahbs Global Marketing. Gabriel 

is a product of Nungua Senior High School, Accra. 

Charlotte Addah – Law Clerk & Office Sup-

port 

Charlotte joins FSB Law Consult as Law Clerk & Office 

Support. She is responsible for the filing of processes at 

the Law Courts and acts as our firm’s e-justice lead. She 

also handles our processes at governmental/statutory 

agencies.  Charlotte is in charge of  our firm’s online/

digital presence, research and client follow-up. She pre-

viously worked with NY Events. Charlotte has post-

certificate training in IT & Graphic Designing and she 

attended Ghanata Senior High School, Dodowa. . 

End of Pupillage: Ms. Anne-Marie Addy 

Ms. Anne-Marie Addy’s six-month pupillage with FSB Law Consult ended on 20th July, 2020. During her pupillage, she served as the 

editor of our esteemed newsletter, The Okyerema. We wish Anne-Marie all the best in her future endeavours. 

FSB NEWS: Meet Our New Team Members 



What are the duties of an Executor or Administrator of a dead person’s estate?– Part 1 

By Francisca Serwaa Boateng, Esq. 

After one’s death, his earthly affairs may have to be taken care of wheth-

er one makes a will or not before death. Generally, it is easier to handle 

an estate left under a will as against one left by a person who died with-

out making a will. A person who dies and leaves behind a will would have 

selected those he/she wants to act as executors of the will and also 

those they wanted to enjoy the assets left behind. The executor is the 

person who will share the property to the beneficiaries chosen under the 

will. The beneficiaries are those to enjoy the assets left behind by the 

dead person. 

 

As stated earlier, even if a person dies without making a will, their estate 

will have to be distributed by law. Since the person did not choose any 

person in their lifetime to undertake that task, a court will have to appoint 

someone, called the administrator, to see to the handling of the estate.  

What is an estate?: Your estate is all the property that you own. It can 

include cash, clothes, jewelry, cars, houses, land, retirement accounts, 

investment and savings accounts, business you own either alone or in 

partnership with others, etc. 

 

Before an executor appointed by someone under a will can start handling 

the estate, they need to obtain “Probate” from the court confirming their 

executorship. In the case of a person who dies without making a will (that 

is, dies intestate), the individuals who want to handle the estate will have 

to apply to the court for “Letters of Administration” where the court may 

appoint them as administrators. Therefore, for a person to be confirmed 

as an executor appointed under a will or appointed as an administrator 

by a court, they must file an application to the court. 

 

Information needed to file the application for Probate or Letters of Admin-

istration 

The person who is to be confirmed as executor or appointed as adminis-

trator must give the following information to their lawyer to prepare the 

application to the court. These include the name, hometown, date, place 

and burial of death of the deceased, last place of abode, number of chil-

dren of the deceased if any, and the total value of the deceased’s estate, 

including movables and immovables. Those who are applying to the 

court must also provide their names, residential addresses and how they 

were related to the dead person. 

With this information provided, the lawyer will be able to obtain the Pro-

bate Order or Letters of Administration to help the executors or adminis-

trators share the properties left behind according to the wishes of the 

dead person and the law. 

Watch out for Part 2 of this article for the duties and responsibilities of 

executors and administrators of estates. 

We Pledge Pink! 



        M eet  t h e  E d it o r i a l  T e a m ! 

  Disclaimer: This is a publication of FSB Law Consult. it is only 

intended to provide general information on the subject matter herein and does not by itself constitute legal advice. 

Appropriate legal advice must be sought about the reader’s specific circumstances when they arise. For further 

information, please  contact us at info@fsblawconsult.com. 
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A Feather in the Cap: Francisca Serwaa Boateng featured in “Amandla!  

Women to Watch” Series. 

Our Founder and Managing Counsel, Francisca Serwaa 

Boateng, Esq. was honoured  this month by the Institute 

for African Women In Law. She was featured in the Insti-

tute’s flagship series, "Amandla! Women to Watch." 

  

The story chronicles her life; why she decided to study 

law, her proud moment and hindsight, the challenges 

she has faced as a woman in law practice, and the strat-

egies she has adopted to overcome them.   

 

Kindly copy the link below to read her insightful story. 

https://www.africanwomeninlaw.com/amandla-

womentowatch/francisca-serwaa-boateng?

fbclid=IwAR0Q_GK62NraZzjs3ZswD_p8wepCZ1gnKIDx

J4rpOaj-PrqveCU_DVi5dpc 
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