PRRS Guidelines for Discipline Report Writing 
This document consists of advice for the completion of discipline reports should you have the misfortune to send a player off or suffer verbal abuse (whilst undertaking duties as a referee). The primary object of any report is to provide an accurate factual record of what took place. It should not be opinionated. It should provide the player and the relevant Disciplinary Committee with a clear and accurate picture of the facts leading up to, during and after the incident. The Disciplinary Committee need to have a clear picture of the incident, the temper of the game, whether this was an isolated incident or the culmination of previous minor incidents, or an incident arising from the ongoing conflict between the teams.
During the match
· Before sending a player off, make sure that you are 100% sure that the offence was actually committed. Furthermore, in the case of foul play make sure, for instance, that you actually saw the punch land and are able to say where on the victim’s body it made contact.
· You must be totally sure who committed the offence and must obtain the Player’s Full Name, playing position and number. There should be no question of mistaken identity.
· Record the score at the time, the time of the incident and the position on the pitch where the incident occurred. 

· In the case of verbal abuse, record the Exact Words that were used by the miscreant.
After the match
· In cases of verbal abuse it would be helpful as the referee if you could obtain the details of any Witnesses to the incident who could repeat what was said if you are to submit a report to the Devon RFU Discipline Committee. These witnesses would be required to put in writing what they saw and heard and be prepared to attend the discipline hearing in the case of any dispute.

· Do not be tempted to talk about a sending off incident to anyone (apart from an adviser) after the match and in particular, in the bar. Beware that any “public airing” of your views or the contents of your report may jeopardise justice taking place at the hearing, which itself could well be 3 or more weeks away. 
· Match Observers (formerly called advisers) should not get involved in any sending off incident if they did not actually see it and are not prepared to act as a witness. 

· Under no circumstances should you suggest what the sentence should be for the offence for which you have just sent someone off. This is for the Discipline Committee to decide.

· If a video is taken of the game in which you have just sent someone off, do not view it, if the opportunity is offered to you by the home club.

Which form?
· If you have sent someone off (red card) or issued two yellow cards to the same player then you will need to fill out a SOCIETY RFU DISCIPLINE REPORT FORM.
· Ideally, word processing the form electronically is the best way of completing the report. The forms can be downloaded from the PRRS website or the RFU website – www.rfu.com. For the latter you will need to go into the Community Rugby section by clicking on the red bar at the top of the home page. Once into the Community Rugby section of the site, click on ‘Referees/officiate’. This is one of the headings on the maroon bar on the left of your screen. Once in the refereeing section there is a heading called ‘Useful downloads’. Then click here and you can select “Forms and booklets”. Click the latter and then select the form you require.

· If you are unable to submit the report electronically, then you should make sure that you have at least 4 hard copies at the start of the season. These can be sent to you by post on request to the Hon Discipline. Sec. PRRS. Once you have used these then please ask for replacements. It is essential that the disciplinary process is not held up by your waiting for these blank reports to arrive.
· Please make sure it is a current form for the season in progress. 
· For cases of verbal abuse which are not the result of a sending off you will need to complete the SOCIETY RFU MATCH OFFICIAL ABUSE REPORT FORM. These can be obtained from the PRRS and RFU websites as above with hard copies available from the Hon. Discipline Sec PRRS.
· In the case of an abandoned game, it is imperative that you send a Report to the Hon. Sec, DRFU Discipline Committee and copy to PRRS Discipline Officer (Within 48 hours) stating the reasons for your course of action and detailing any incidents in the lead up to the abandonment. Where one of the teams involved, comes from outside the County, then the Hon Sec DRFU Discipline Committee will ensure a copy is forwarded to the appropriate Discipline Secretary of the County concerned. 
· Filling out the Discipline Report (Player sent off the playing enclosure)
· Most of the first side of the form is self explanatory. Make sure you have the player’s full name and playing position. The number on the player’s back may not always coincide with the latter. Furthermore, do not presume that the number on the players’ shirt corresponds to his name on the team sheet or in the match programme (if one exists). It is your duty to confirm his/her identity with the team captain before the player is sent from the field of play and to confirm this again after the match.
· Make sure you are clear about the type and level of the match. In any event, this should always be confirmed with the two club’s match officials prior to kick-off.
· Besides the player’s name and number always make sure you write down the score at the time of the sending off/yellow card as well as the score at full time. 
· Don’t forget to tick the relevant box if the match was videoed (Clubs are obligated to send any video they took or commissioned as soon as they can and no later than 5 days before the hearing).
· Please note that in the “Nature of the Offence” section you might tick more than one offence, if applicable. This is especially likely when you have sent someone off for two yellow card offences. Head-butting is not specifically mentioned but comes under the “punch or strike” section (10(4)(a). If you have indicated more than one offence, then these should be described fully in the appropriate section on the reverse of the form.
· Under the “Weather conditions and state of pitch” section (page 2) please consider; weather: wind speed + direction, hot/cold, rain/dry, pitch: wet/dry, hard/soft, slippery/ muddy/grass cover and comment as necessary.

· Under the “General pattern of play” section it is important that you provide a clear understanding of the nature of the match e.g. was the incident a complete one off or was the incident an accumulation of previous minor incidents? Please give very brief details of any yellow or red cards shown prior to the incident (i.e. player + team and the nature of the offence). Furthermore, it is imperative you give details of any injuries sustained during the incident you are describing below. If none occurred, then please say so.

· The “Report of the Incident” is the most important part and demands your particular attention. Please make sure you;
· State exactly where on the pitch the incident took place e.g. “just outside OPMs 22 and 15 metres from touch”

· State which team was playing in which direction e.g. “With OPMs playing towards the clubhouse…”

· State exactly where you were in relation to the incident (besides the distance given in the box above).

· State where the players involved in the incident came from immediately before the offence was committed.

· If a strike (punch or head butt) or stamp etc takes place, say exactly where on the victim contact was made and with what severity. In addition, give some indication of the intent of the player committing the offence (whether deliberate or accidental etc).
· If you are sending someone off for dissent or for verbal abuse than quote the exact words (no matter how bad) which were used. Make a note of the words used as soon as you can after the event and keep the note for any future reference. It is primary evidence.
· In your report refer to the player you have sent off as Mr, Miss, Ms etc + the appropriate surname. Not by their Christian name.
· If the player shows remorse after the event (e.g. by apologising to you or the other player/players concerned), then this should be mentioned. Similarly if there is any adverse reaction towards you by members of the club(s) concerned then this should also be stated.
Make sure you write your name and date in the appropriate boxes at the bottom of the page. There is no longer a need to send in a signed hard copy. 
Before sending your report
· All discipline reports must come through the PRRS Disciplinary Officer first. If necessary you will be given advice and a time will be arranged to go over the first draft of the report. If the latter is unavailable, then the Hon. Sec. PRRS will offer advice.
· Referees are reminded that it is their responsibility to submit their sending off reports to the Hon Discipline Sec. of the PRRS Within 48 hours of the match. This includes the time it takes to make amendments after having discussed the original draft with the Disciplinary Officer. As far as the Match Official abuse reports are concerned, these must be submitted Within 7 days but preferably within 48 hrs (to include time taken to make amendments after discussion with the Disciplinary Officer).
Sending the report

· Please make sure that the final amended copy of your report is e-mailed or posted to the Hon. Discipline Officer PRRS, currently Ken Hamblin: e-mail  kenconhamblin@aol.com . Along with a copy to the Hon Discipline. Sec. DRFU who is currently Terry Friend: e-mail trf@fclnet.com
· If a player you have sent off is from a club outside of Devon then send copies as above to the Hon Discipline Secretary DRFU who will then forward it to the appropriate county’s Discipline Secretary
· Should you send off a player when representing his school then reports should be sent to the Head teacher of the appropriate school and the Hon. Discipline Officer. PRRS and the Hon. Discipline Sec DRFU.
· The report form for this can be either the SOCIETY RFU DISCIPLINE REPORT FORM or the SCHOOLS AND YOUTH DISCIPLINARY FORM
· Any expenses incurred in submitting these reports can be claimed in the normal way i.e. with your travel claim via the PRRS Treasurer.  

The Discipline Hearing
· . 
· Should a player or club disagree with your report they may request a personal hearing. In this case you will be asked by the DRFU Discipline Secretary to attend the discipline hearing. He will inform you of the time and date of the hearing. In fairness to the Hearing and the Offender you should make every effort to attend. 
· If you so wish you may be accompanied at the hearing by the Hon. Disciplinary Officer or Hon. Sec. PRRS or should neither be available, then by another member of the Executive Committee.

· The disciplinary hearings are normally held every 3 weeks at the Dartmoor Lodge Hotel  Post Code TO13 7JW which is located just off the A38 at the Ashburton turn off (Peartree Junction) Take the junction signposted Princetown B3352, as if you were going onto Dartmoor, then take the first left hand turning, immediately before the Shell petrol station. The Dartmoor Lodge is about 100 meters further on to the right.

· Aim to be there about 20 minutes early and you are advised to bring a copy of your report with you to help refresh your memory..
· Once in the hearing the PRRS representative with you is not allowed to speak. But you can expect to be asked questions, through the Chairman of the Discipline Committee, by the player or his representatives. You will then be given every opportunity to make any points which you feel are relevant. Remember that it is not you who is on trial!

· Once the facts of the case have been established by the Discipline Committee and the questioning is complete you will be informed as to whether you may be required again or that you will be allowed to leave. 

· Claim you travel expenses for the journey in the usual way.
Other points to consider
· As a Society we would ask referees that they do not engage in discussions of matches on social networking websites for example, Facebook, Bebo, or Twitter, especially when some incident(s) during a match that they have refereed are the subject of a disciplinary hearing. This could seriously damage the integrity of the referee as a witness.
· (This document was originally produced by Tim Rice for the Devon Rugby Referees Society for which we are very grateful for permission to reproduce an adapted version for the Plymouth Rugby Referees Society.)
