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* Use this guide to help you submit a CWS Policy & Procedure Review Request. * 

 

1. Go to the Business Assurance & Compliance: Report a Concern webpage. 

2. To submit a CWS Policy & Procedure Review Request form, click on the CWS 
Policy & Procedure Review Request button in blue. 

 

 

CWS Policy & Procedure Review 

Online Desk Aid 

https://www.sandiegocounty.gov/content/sdc/hhsa/programs/sd/compliance_office/report_concern.html
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3. You will be taken to the form. Before completing the form, it is recommended you 
save the form to your device by clicking the save or download icon on your web 
browser. 
 

 
 

 
 

4. Go to the file path where the form was saved or downloaded to (the default save 
location for most devices is the Downloads folder). Find the file and double-click on 
the file name to open the form. 

 

 
 

 

Note: If you cannot view the form, you may need to install a PDF viewer software to your device. The 
most common PDF viewing software is Adobe Acrobat Reader. It can be downloaded here for free. 

https://get.adobe.com/reader/
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5. Complete pages 1 and 2. To avoid errors, please follow the tips below: 

 
• Do not enter protected, confidential, or client-identifying information in the web form beyond 

what is asked. 
• The form cannot be submitted unless all questions with a red outline are completed. 
• Enter only numbers (including area code) when providing a contact phone. 
• Fill out all other questions as completely as possible (this will help us identify the case and 

route it faster). 
• Do not answer questions on page 3 labeled “For BAC Office Use Only.” 
• Date questions use the feature ‘calendar date picker’. Select a date from the calendar. 
• Do not copy and paste text from another document into the form (the original format may 

cause problems). 
• Save the document frequently to avoid losing progress. 
• The form can be downloaded using the Google Chrome or Microsoft Edge web browser. 

 

6. When you have completed all required questions, save your form. Once you have 
done so, click on the Submit to BAC button in orange (at the bottom of page 2). 
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Note: If you are having trouble using the Submit to BAC button, you may disregard it and draft an 
email manually. Attach your form and send it to: compliance.hhsa@sdcounty.ca.gov  

 

7. The button should create an email message automatically. Your form should be 
attached to the email and the email should be addressed to the following email: 
compliance.hhsa@sdcounty.ca.gov  

 

 
 

Note: If you are using Outlook, the recipient of your email may appear as “HHSA, Compliance.” 

 

8. Click the Send button to submit your form to Business Assurance & Compliance. 
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