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NEW AGENT FAQS

WHEN WILL | HAVE ACCESS TO THE CHC OFFICE BUILDING?
Answer: Most days you can access the building during the business hours of 8 AM -4 PM.

Procedure: You must stop at the 1st-floor reception desk to sign in EVERY time you
come to the building and sign out when you’re leaving for the day. This is required and
for your safety - should an emergency occur; we will know who is where.

WHERE CAN I SIT TO WORK/TRAIN IN THE CHC OFFICE BUILDING?
Answer: The agent cubicles/workstations are first come, first served.

o The lower level (basement) has cubicles set up for new agents. There’s a restroom
down there and water is available on the 1 floor refrigerator door.

e 1°floor - if there’s an available agent cubicle, you may work there.

HOW CAN | SIGN ON TO THE CHC INTERNET?

Answer: The wi-fi guest/public password is: compasshealth

IF 1 HAVE QUESTIONS OR NEED SOMETHING, WHO SHOULD | ASK?

Answer: Agents should always start by asking their mentor for assistance. If you have a
general question that your mentor can’t answer, you can ask our 1st-floor receptionist for
guidance.

IF I NEED HELP FROM ONE OF THE DEPARTMENTS, HOW DO | CONTACT THEM?

Answer: Email OR call the department with your question(s). If needed, you can setup a
time to meet with one of our staff members. The department’s email and phone numbers
are on our website: www.chcquotes.com.
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