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Dear Managers,

I’'m sure many of you have been implementing various safety precautions within your office. To ensure we
are all aligned, please enforce the office protocols listed below.

Please refer to the attached listing of ‘States and Counties with Stay at Home Orders’.

In the event you or an employee become ill, please follow the flow chart provided below.

Should you have any questions, please contact either James Beebe at jbeebe@vandykmortgage.com or
Margarita Hays at mhays@vandykmortgage.com.

COVID-19 OFFICE PROTOCOLS

Since our industry is considered an ‘essential service’, VanDyk may continue minimum basic operations.
Essentially any employee who can work from home must work from home, only employees whose in-person
presence is strictly necessary may be in the office. Locations remaining open must adopt social distancing
practices and other mitigation measures to protect workers and patrons. Those practices and measures
include, but are not limited to:

e Restricting the number of workers present on premises to no more than is strictly necessary to
perform critical infrastructure functions.

e Maintaining a locked door policy, restricting the number of customers present (meeting customers by
appointment only).

e Promoting remote work to the fullest extent possible.

e Keeping employees and customers who are on premises at least six feet from one another to the
maximum extent possible.

e |Increasing standards of facility cleaning and disinfection to limit employee and customer exposure to
COVID-19, as well as adopting protocols to clean and disinfect in the event of a positive COVID-19 case
in the workplace.

e Adopting policies to prevent workers from entering the premises if they display respiratory symptoms
or have had contact with a person who is known or suspected to have COVID-19.

e Severely limiting exposure to at risk individuals over 65 years of age.

e Any other social distancing practices and mitigation measures recommended by the Centers for
Disease Control.
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@Process in case of symptoms

OB N D (Y

Symptoms occur at work In case COVID-19 is

Employee shows : suap:ctt:d. lhehemployee
as to go home
symptoms @ - R immediately & then
In case of sickness: Stay « inform local management

» home & consult your doctor

1
1 1
There is no justified suspicion of There is o justified suspicion of
COVID-19 according to the doctor's COVID-19 according to the doctor's COVID-19 has been confirmed

assessment assessment
1 1 1
Inform Human Certificate of disability to HR Employee reports positive
Resources regarding suspicion of COVID-19 testing to HR

1 I 1
. Local Crisis Unit (LCU): Follow instructions of public
[ No further actions ] @ [ Evaluation of the situation ] w [ health office + LCU

@Process in case of return from risk countries & category | contacts
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Be safe and stay healthy,

VANDYK MORTGAGE

CORPORATION

w1987

Margarita Hays
HR Manager

2449 Camelot Ct SE, Grand Rapids, MI 49546
0:616.974.9284

Corp. NMLS# 3035
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@ m consumer access

LENDERN

CONFIDENTIALITY AND PRIVILEGE NOTICE

This electronic mail transmission and any attachment may contain confidential, proprietary, and/or legally
privileged personal information intended for the named recipient(s) only. Any review, use, disclosure,
distribution, copying or other action regarding the information contained in this transmission and any
attachment by an unnamed recipient is legally prohibited. If you are not a named recipient, immediately call
me at 616.974.9284 or send a reply email and then delete and purge this transmission and any attachment
from your computer system. Thank you.

To discontinue receiving promotional emails from VanDyk, please send an email to optout@vandykcorp.com
with EMAIL in the subject line.
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