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To: All Employees of SNVC 
From: Tom DeWitt, President and CEO  
Re: Policy Statement on the Prevention of Sexual Harassment 
 
Prevention of sexual harassment is the responsibility of all employees.  Sexual harassment will 
not be tolerated at SNVC.  The SNVC Board of Directors places a high premium on providing 
quality information technology services and a comfortable work environment for all our 
employees.  We pledge to enforce the highest standards of personal conduct in the workplace and 
are committed to providing a work atmosphere free from harassment of any kind - sexual or 
otherwise.  I ask each of you to join us in this commitment. 
 
Sexual harassment is a form of discrimination involving sexual advances, request for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 
 

 Submission to or rejection of such conduct is made either explicitly or implicitly a term 
or condition of a person’s job, pay or career, or; 

 Submission to or rejection of such conduct by a person is used as a basis for career or 
employment decisions affecting that person ; 

 Such conduct interferes with an individual’s performance or creates an intimidating, 
hostile, or offensive environment. 

 
Sexual harassment is not limited by job location or geography.  It also does not just apply to how 
SNVC employees treat each another.  Our policy should be adhered to at our client sites, 
corporate headquarters, and extend to government and industry employees and their treatment of 
you. 
 
If an incident occurs that makes you feel uncomfortable, report it immediately to Human 
Resources.  Report the incident even if you are not sure if it constitutes “harassment”. 
 
Attached is SNVC’s Policy Statement on the Prevention of Sexual Harassment.  Please read it 
carefully and then sign the attached Prevention of Sexual Harassment Acknowledgement Form.  
You may either fax your acknowledgement form to the Human Resources Department, Attn: 
Dayna Zane, at 703.952.7687 or e-mail it to Dayna.Zane@SNVC.com. 
 
If you have any questions regarding the Prevention of Sexual Harassment Policy, please feel free 
to contact Gina Santos at 703-952-7682 x119 or Gina.Santos@SNVC.com. 
 
 
 
 
 
Tom DeWitt, CEO and 
Chairman of the Board 
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Policy Statement on the Prevention of Sexual Harassment 

The Equal Employment Opportunity Guidelines (EEOC) on Discrimination Because of Sex, 29 
C.F.R. §1604.11(a) defines sexual harassment as being unwelcome sexual advances, requests for 
sexual favors and other verbal or physical conduct of a sexual nature when: 

 Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual’s employment; 

 Submission to or rejection of such conduct is used as the basis for employment decisions  
affecting an employee, or; 

 Such conduct has the purpose of effect of unreasonably interfering with an employee’s 
work performance or creating an intimidating, hostile or offensive working environment. 

Sexual harassment crosses age and gender boundaries and can fall into two categories: 

1. Quid pro quo, in which submission to or rejection of unwelcome sexual conduct by an 
individual is used as the basis for employment decisions affecting such individual.   
Example:   If a supervisor demands that an employee provide sex in order to get a 
promotion. 

2. Hostile environment, in which unwelcome sexual conduct unreasonably interferes with 
an individual's job performance or creates an intimidating, hostile or offensive working 
environment.  A “hostile work environment” may include - but is not limited to - 
offensive pictures, cartoons, symbols or apparatus found in the workplace; “dirty” 
remarks, ribald jokes, acts of physical aggression, intimidation, hostility, backrubs or 
other “touchy feelies”, provocative clothing, flirting, propositions, profanity, and obscene 
gestures. 

SNVC prohibits any employee from retaliating in any way against anyone who has raised any 
concern about sexual harassment or discrimination against another individual. 
 
Any SNVC employee who becomes the victim of sexual harassment by another employee will 
be protected.  The employee’s confidentiality will be preserved to the fullest extent possible, 
without compromising the company’s ability to conduct a good faith and thorough investigation. 
 
SNVC will investigate any complaint of sexual harassment and will take immediate and 
appropriate disciplinary action if sexual harassment has been found in the workplace. 
 
If you are sexually harassed… 
 

 Do not blame yourself. 
 Say NO. 
 Remember that sexual harassment is against SNVC’s policy and may be against the law. 
 Know your rights under this policy. 
 Keep a written, dated record of events. 
 Tell someone. 
 Get help.  Call Gina Santos at 703.952.7682 ext. 119. 
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I have received and read a copy of SNVC’s Policy Statement on the Prevention of Sexual 
Harassment. 
 
I understand that sexual harassment is a form of discrimination involving unwelcome sexual 
advances, requests for sexual favors and other verbal and/or physical conduct of a sexual nature. 
 
I also understand that any SNVC employee who becomes the victim of sexual harassment by 
another employee will be protected.  The employee’s confidentiality will be preserved to the 
fullest extent possible, without compromising the company’s ability to conduct a good faith and 
thorough investigation. 
 
SNVC will investigate any complaint of sexual harassment and will take immediate and 
appropriate disciplinary action if sexual harassment has been found in the workplace. 
 
 
 
 
 
 
_________________________________________ 
Employee’s Printed Name  
 
 
 
 
 
__________________________________________  ________________________ 
Employee’s Signature       Date 
 
 

Please read the following statements, sign where indicated and return this acknowledgement 
to Human Resources, Attn: Dayna Zane, via facsimile to 703.952.7687, or via email to 

Dayna.Zane@SNVC.com, or mail to: 
SNVC Headquarters, Attn: Dayna Zane 

12150 Monument Drive, Suite 510 
Fairfax, Virginia 22033


