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Referee Guide

Rugby Xplorer

In this guide, you will find instructions on

• Module 1 – Payment Set Up.

• Module 2 – Related Teams

• Module 3 – Referee Availability and Unavailability

• Module 4 – Accepting or Rejecting Appointments

• Module 5 – Match Day Process

• Module 6 – Referee Send Off Reports

• Module 7 – Post Match Game Reports

• Module 8 – Reviewing MOD Report

• …



Lead MOD

Points of Contact 

Even Baxter

comms@snrr.org.au 

David Ogier

sydwestrefs@gmail.com 

David Davies

DAC@nswrugbyreferee.com.au 

Stuart Fromston

stuart.formston@nsw.rugby 

Referee Manager 

MATT TINK

Matt.Tink@nsw.rugby 

Appointments - Seniors 

KIM TAUFA

kim.taufa@nsw.rugby 

Appointments & Development - Juniors 

JACK JONES

Jack.Jones@nsw.rugby 
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Payment Settings

Module 1



Referee Account Details

Payment Settings

• Ensure you get paid for your referee appointments.

• Default option is: Donate back to my Referee Association.

• Payments processed securely via PIN Payments (AU)

Why Set Up Your Account Details?



Referee Account Details

Payment Settings

1. Donate back to my Referee Association

• Funds go directly to the referee association.

2. Receive Payment

• Payment goes to your personal bank account via Rugby Xplorer.

Choose How You Receive Payments

OR



Referee Account Details

Payment Settings

Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au

1. On the left hand navigation menu Go to Rugby Xplorer Portal > Referees > Account Details 

2. Select Payment Option

• Note. Donations made to SNNRR and NSWRRA are made via the Australian Sports Foundation and are tax-deductible.

How to Add Account Details

OR

http://www.myaccount.rugbyxplorer.com.au/


Referee Account Details

Payment Settings

3. Enter bank account details 

NOTE: 

Referees under 18 years of age will need to add their parent/guardian’s bank account and have their 
parent/guardian complete the KYC process.

How to Add Account Details



Referee Account Details

Payment Settings

4. Continue through the KYC verification process.

• The Nominated email/phone number will receive an SMS or email to the individual containing a unique link.

• The user is welcomed into the HooYu platform and guided on the steps required to complete their identity verification

• Selfie & Liveness Detection: The user takes a selfie, often accompanied by a liveness check (e.g., blinking, moving) to 
ensure the person is physically present.

• Document Capture: The user uses their mobile camera to take photos of official identification documents, such as a 
passport or driver's license.

• Proof of Address: The user may be asked to capture a photo of a utility bill or bank statement for address 
verification.

Note on Data Removal: To comply with data privacy regulations, HooYu deletes the document images and data from its platform after 
the verification process is complete.

4. IN Rugby Xplorer Click Refresh to see updated KYC status

How to Add Account Details



Referee Account Details

Payment Settings

Appointments won't be paid if account details are missing.

Note: If you do not accept your appointment or complete KYC verification, this will prevent all referees from being paid.

Payments take ~5-8 business days after invoice payment. 
(Invoice is Paid Wednesday 1201am – Payments should arrive the following Tuesday to Friday, add extra days for public holidays.)

Club admins can see KYC status via Rugby Xplorer Admin Portal > Members > Members Management

Things You Must Know



KYC Verification

Payment Settings

Required by PIN Payments for legal and financial compliance (International Anti Money Laundering Laws).

Confirms identity to transfer funds to your bank account.

Under 18? Must use parent/guardian account for verification.

Learn more: AUSTRAC KYC/AML Guidelines

Verification video: Hooyu guide 

Why KYC is Required

http://www.austrac.gov.au/part-b-amlctf-program-customer-due-diligence-procedures
https://youtu.be/BOvs8USkpyA
https://youtu.be/BOvs8USkpyA


Troubleshooting

Payment Settings

PIN Payments (AU):

Email: support@pinpayments.com

Phone: 1300 364 800

Expired KYC link? Start again and notify PIN Payments with:

Subject: "KYC Completion for Rugby Australia - [Full Name]"

Rugby Xplorer Support:

Email: runningrugby@rugby.com.au 

Phone: (02) 8005 5555

If KYC Fails or does not update in 24hr – Email Running Rugby to clear account details and commence the steps again.

If You Encounter Issues

mailto:support@pinpayments.com
mailto:runningrugby@rugby.com.au


Related Teams

Module 2



Adding a Related Team

Related Teams

Links you to a specific team or club you’re associated with. 

Helps the Referee Appointments Manager to assign you to games that are near or close to your linked teams.

While it doesn’t assign matches directly, it provides context that may influence your appointments.

Teams must be created by the host club in Rugby Xplorer.

Please link your related team as soon as practicable. Contact your club if you are unable to locate your club team.

Why Add a Related Team?



Adding a Related Team

Related Teams

Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au

1. On the left hand navigation menu Go to Rugby Xplorer Portal > Referees > Related Teams

2. Click "Add Related Teams"

How to add a Related Team.

http://www.myaccount.rugbyxplorer.com.au/


Adding a Related Team

Related Teams

3. Enter team name

• Team name and club will appear in the search results

Note:

Search Club > Identifier > Age Number

e.g. Norwest Red 12

If your team doesn’t appear you may have to enter more details

4. Select the correct club and click "Add"

How to add a Related Team.



Adding a Related Team

Related Teams

5. This related team will appear in your list of related teams.

• Complete this as many times as necessary

Note: to remove a team, select the trash icon on the right.

How to add a Related Team.



Referee Availability and Unavailability

Module 3



Referee Availability and Unavailability

Referees are assumed to be available unless they submit an unavailable date and/or date range.

Note: 

Unavailable date needs to be entered at least two days in advance (contact your appointments officer if it is within 48 hours or less). 

If unavailable for one role, but available for another role, enter separate unavailable dates.

When entering unavailable dates, you can type them straight in, or click the calendar icon to select from the calendar. The time can be adjusted 
using up/down keys.

Why Add an Availability and Unavailability?



Availability and Unavailability

Referee Availability and Unavailability

Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au

1. On the left-hand navigation menu Go to Rugby Xplorer Portal > Referees > Availability

2. All appointment boards you have been assigned to will appear listed here,
with your associated grading in each board

How to add an Unavailability.

http://www.myaccount.rugbyxplorer.com.au/


Availability and Unavailability

Referee Availability and Unavailability

There are two Types of Unavailability

Unavailable:  
Used when you have a single unavailability

Recurring unavailability: 
Used when you have an unavailability that occurs at the same time every week (e.g. Saturday mornings from 7am-12pm), this removes 
the need of having to enter this multiple times.

3. Click “Add Unavailable Dates” or “Add Recurring Unavailability” 

How to add an Unavailability.



Availability and Unavailability

Referee Availability and Unavailability

4. Select Appointment Boards or All

5. Select Roles

6. Add Start Date and Time

7. Add End Date and Time

8. Click “Add Dates”

9. Click “Submit”

How to add an Unavailability.



Availability and Unavailability

Referee Availability and Unavailability

10. Unavailable Dates will appear listed

Note: 

To edit an entry select the pencil

to remove an entry, select the trash icon on the right.

How to add an Unavailability.



Referee Availability and Unavailability

If you can't add a date 

Check you're attached to an appointment board. If no board is listed, you cannot enter dates.  
Fix, you must be added to an Appointment Board first. Please contact your association Lead MOD (Slide 3) to assist in rectifying this.

Entered the wrong role: edit/remove and re-enter with the correct role(s)

Unavailability Troubleshooting.



Referee Availability and Unavailability

Referees are assumed to be available for all venues unless they add a travel distance limit (one-way) to their account. 

Note: 

Your travel distance limit (one-way) will default to "no limit"

If you wish to be available for all venues and appointments, we recommend you leave your travel distance limit at "no limit".

In Junior Rugby the Junior match appointments officer restricts the distance that referees travel.  For example, we won’t ask a referee to travel 
from Newport to the Blue Mountains. 

It is our preference that members do not enter a Travel Distance Limit.  

Please avoid this function, Travel Distance Limit if you are referring Subbies or Premiership Rugby with NSWRRA.

 

Why Add a Referee Travel Distance Limit?



Referee Travel Distance Limit

Referee Availability and Unavailability

Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au

1. On the left-hand navigation menu Go to Rugby Xplorer Portal > Referees > Availability

2. Select your 'Travel Distance Limit (one-way)' from the dropdown

3. Click "Submit"

  

Note: Referees are required to submit their unavailability by Sunday night for the following weekend's 
matches.

Referee Travel Distance Limit.

http://www.myaccount.rugbyxplorer.com.au/


Accepting or Rejecting Appointments

Module 4



Appointments

Accepting or Rejecting Appointments

Two Ways to accept or reject appointments

1. Email notification

• In the email received to the registered email address click 
the link to accept/reject

As a referee or MOD how do I, accept/reject/view my appointments?



Appointments

Accepting or Rejecting Appointments

Two Ways to accept or reject appointments

2. Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au

• On the left-hand navigation menu Go to Rugby Xplorer Portal > Referees > Appointments

• You will see up to three headings: 

"Pending", 

"Appointments Upcoming" 

"Appointments History"

As a referee or MOD how do I, accept/reject/view my appointments?

http://www.myaccount.rugbyxplorer.com.au/


Appointments

Accepting or Rejecting Appointments

You will see all pending appointments that are assigned to you, but you have not yet accepted or rejected. The fixture details, including 
competition, venue, teams, your role, other referees and/or referee fee will be included.

Accept, will be added to your Appointments (upcoming) list.

Reject, will prompt you to choose an alternative available time and reason for rejecting the appointment. 

Note: You are unable to reject your appointment within 2 days of the fixture date, in which case the referee will be prompted to contact 
the appointment board directly. 

If you do not accept the appointment, this will prevent all referees from being paid.

As a referee or MOD how do I, accept/reject/view my appointments?



Appointments

Accepting or Rejecting Appointments

Once accepted if you need to reject the appointment, go back in and click the reject button.

If you have received an email notification but cannot see the appointment in your Rugby Xplorer portal, please log out and log back in 
and/or clear your browsing history. 

Troubleshooting



Match Day Process

Module 5



Match Day App

Match Day Process

To ensure you are paid correctly, there are some steps you must take. At the end of the match, you should ask both team managers to 
come to you. 

During the Pre-game Chat: 

It is recommended that you ask managers to come to you at the conclusion of the match and before finalising the game in match day.

As a referee at the end of my Match what do I DO?



Match Day App

Match Day Process

At the conclusion of the game:

1. Ask the managers to come to you.

2. Have them show cards have been entered.

As a referee at the end of my Match what do I DO?

3. Ask them to End the Game

4. If your name appears, ask them
to leave the tick in place and 
select confirm.

If another Referee is there, ask
them to untick the box and
Follow the next slide.



Match Day App

Match Day Process

If your name wasn’t on the page before, ask the managers to type your 
name into the substitute Match Official Box

As a referee at the end of my Match what do I DO?



Referee Send Off Reports

Module 6



Referee Send Off Reports

Referees appointed to matches through Rugby Xplorer (either appointed by the referee club and/or added as an 'assistant referee' by 
the team admin in the Rugby Match Day app) can submit a send-off report in two ways.

1. Email Notification

If a red card was added in a match that the referee was appointed to, the referee will receive an email to complete the send-off report.

Click link in email to open the Send-Off Report. 

How do referees submit a send off report?



Referee Send Off Reports

2. Rugby Xplorer Portal

Using a Web Browser, Log into www.myaccount.rugbyxplorer.com.au 

On the left hand navigation menu Go to Rugby Xplorer Portal > Referees > Appointments

Click "Send-off Report" button

How do referees submit a send off report?

http://www.myaccount.rugbyxplorer.com.au/


Referee Send Off Reports

Form will open, with dropdowns and free text field

If you need assistance, please contact 
your association.

Click "Submit"

How do referees submit a send off report?



Referee Send Off Reports

Referee club admins should proof-read send-off reports and fix errors before changing the status to 'reviewed' 
(e.g. poorly spelled or worded. Wrong law selected).

Currently you cannot edit the player name, etc. fields at the top of the report. The referee will need to resubmit the report or use a pdf 
editor to change.

Club admin > Competition Management > Send-off Reports

Search for report by player name or team name.

Click on the report to open

Click 'edit' if anything needs fixing

Click 'Mark as Reviewed' to change status from pending to reviewed.

Click 'Download PDF' to be emailed a link to download the report as a pdf

Click 'Delete' to delete the report (e.g. it's a duplicate or the referee needs to re-do from scratch)

Referee Club Admin Report Review.



Post Match Game Reports

Module 7



Post Match Game Reports

Match Officials who have been appointed must submit a ‘Match Feedback Report’ via their Rugby Xplorer Portal to provide feedback on 
club and player behaviours.

Match Official to Club game Feedback.

1. 2.

3.

4.

5.

6.

7.

Select the appointment to 
provide feedback on

Fill in all required fields.



Post Match Game Reports

Registered coaches who have been selected on a team list will be able to submit a ‘Team Coach Report’ via their Rugby Xplorer Portal to 
provide constructive feedback on their appointed referee(s).

Note: This report will only be available for review by Referee club admins. Individual referees will not see the Team Coach Report.

Club to Match Official Feedback.

1.

2.

3.

4.

5.

6.

7.

Select the Match to 
provide feedback on

Fill in all required fields.



Reviewing MOD Report

Module 8



Post Match Game Reports

Match Officials who have been appointed must submit a ‘Match Feedback Report’ via their Rugby Xplorer Portal to provide feedback on 
club and player behaviours.

Match Official MOD Reports

1.

2.

Select the date for your report.

Click to view.

3. If you can’t see your report, check the 
other headings
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