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NCSFA Roster Management Guide 
This is a guide for roster management and the year-end roster and BTR certification process. Access is 
available by using login credentials supplied by NCSFA. If login credential assistance is needed or there 
has been a Chief change, please contact NCSFA.  

To process a Chief change, the information below is required. Please email the letterhead to 
Midori@ncsfa.com. 

 
 

Each year certifying your roster and managing the Relief Fund Board of Trustees (BTR) is a crucial part of 
your responsibility as Chief. You are responsible for ensuring each member and Trustees’ information 
contained on your roster and Relief Fund Board is accurate. It is good practice to go over your 
roster throughout the year to make changes. This will save time once roster season comes along 
and will help prevent errors. 
 

The annual certification period for your fire department 
begins December 1st and must be completed by midnight 

on January 15th 
 

 

mailto:Midori@ncsfa.com
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1. Roster Management 
1.1 Roster Overview 

It is key to remember that roster certification management has two purposes.  
First is to allow departments to certify members on the roster for the upcoming year. Membership dues will 
be required for these members.  
The second is to identify the members that have completed their training hours certification for the previous 
year.  
It is important to remember when changing a member’s type or editing their status, work right to left.  
On the right-hand side is a column labeled “Change date for member type/active/on roster,” it is imperative 
that you always put a date in the box before making a change.  

 1.2 Roster Member Removal 
To remove a member that will not be on the roster for the upcoming year, you will enter the date in the box 
in the “Change date for member type/active/on roster” column on the far right.  
The date should reflect the members’ last day with the department. This can be a past, present, or future 
date. (exception: the date cannot be greater than 1 year from the present date) 
After inserting the date in the box, you’ll go to the far-left column under “Current Roster”, and you’ll remove 
the check mark from the blue box. 

 
From the tab at the top, click on “Save Changes.” It is highly encouraged to click on the “Save Changes” 
tab after each edit to ensure the change has been solidified. 
A date will appear under the “Service Dates” column that confirms the change has been made.  
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1.2.1 Removing A Certified Member 
When removing a member for the upcoming year that received their 36 hours of 
training for the previous year - make sure that before unchecking the box in the 
“Current Roster” column to remove them - the box in the “(YEAR) TRAINING 
CERTIFICATION” column is check marked.  

1.3 Certification of Training Hours 
The “(Year) Training Certification” column reflects certification that each member that has a check mark 
received their 36 hours of training for the previous calendar year. It is vital that this column is 
accurate and saved correctly. Failure to certify correctly leads to a member losing a year of creditable 
service with the Pension. 
 

You’ll notice this column is greyed out all year except during roster season. Edits to this column can only be 
made from Dec. 1st through Jan. 15th. 

1.4 Changing of Member Type 
When a member’s designation needs to change:  
First, put the date in the box on the far right-hand side in the “Change Date for member type/active/on roster” 
column.  
Then, in the “Member Type” column, click the drop-down to see your options. 
The roster member categories are as follows:  

1. Junior 
2. Member 
3. Non-Member Retired  
4. Non-Member 

5. Paid 
6. Rescue 
7. Retired (Active/Inactive) 
8. Volunteer 

Category descriptions are located at the end of this guide and at www.ncsfa.com. If you have 
questions regarding the member types and would like to discuss them in more detail, please contact the 
NCSFA office. 
Click on the appropriate member type from the drop-down and then click on “Save Changes.”  
A date will appear under the “Service Dates” column that confirms the change has been made.  
   

1.5 Adding a Member to the Roster 
Although a record can be corrected later, before you add a member, it is important that you have accurate 
data.  
 

To add a member – click on the “Add Member” tab at the top of the page.  
Fill in all required fields - the member’s gender, members’ LEGAL first and last name – (there is a box on 
the members’ details page to add a nickname), date of birth, effective date, and member type.  
 

http://www.ncsfa.com/
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On the top of the page where it says in red letters, “Dues payment required within 30 days when adding 
new member(s), to ensure full benefits,” - this refers to when a member is added throughout the year, it is 
not relevant until after membership dues are paid during roster season. Once dues are paid in full, any 
member added will require payment within 30 days.  

 
Once all required fields have been entered, click the “Add Member” button.  
A pop-up will show on the screen, click continue.  

1.5.1 Existing Records 
The system may show you a list of existing records that are similar to the 
information you entered. Verify that there is not already an account created 
before going forward.  
 

• If there is a pre-existing account, click on “Use this data.”  
• If no other accounts match, click the “Create New Member” button. 

 

It is on the members’ detail page that you will fill in the remaining required fields - home address, telephone 
number, social security number, and email address.  
Once completed, click on the “Save and go back to roster” button.  
Do not use the fire department’s address, telephone number, or email address for your members. 
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Accurate information assists with ensuring your members’ information is correctly shared with the 
Firefighters’ & Rescue Squad Workers’ Pension Office and OSFM.  

1.6 Adding Retired Members Back to the Roster 
To add a retired member back to the roster – click on the “Add Member” tab at the top of the page and fill 
in all required fields. 
 

From the “Member Type” drop-down menu, choose either (Retired-Active, Retired-Inactive or NM 
Retired). After choosing a type, fill in the remaining fields.  

READ ALL THE INFORMATION CAREFULLY! 
1.6.1 Non-Active Retirees Included in the Cancer Benefit Program 

As of July 1, 2025, non-active retirees are included in the Cancer Benefit Program 
eligibility provided they meet certain conditions. The retiree is required to be on the 
roster, have at least 20 years of creditable service, and must file their cancer claim 
within 10 years of their official retirement date.  
 

- The newest member designation category, Non-Member Retired, or NM–Retired, 
is for non-active, non-dues-paying retirees who have completed 20 years of 
creditable service. There is no age requirement and no cost for the department.  

- These members stay on the roster solely to preserve eligibility for the 
Cancer Benefit Program. This designation is essential for maintaining benefit 
access without adding financial burden to departments. 
 

GOING FORWARD, RETIREES SHOULD REMAIN ON THE ROSTER! 
 

- To avoid financial increase for the department, simply designate the retired 
member to NM–Retired. 

 
NM Retired: Retired non-active non-member firefighter eligible for the NC Firefighter Cancer Benefit 
Program only.  
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Retired Firefighter:  
(Active) – Retired Firefighter who has completed 20 years of service and still responds to calls and is 
actively engaged in emergency operations.  
 

(Inactive) – Retired Firefighter that is on the roster as a “social member” that is eligible for the Non-Line of 
Duty AD&D benefit. 
 
 

 
^ “Effective Date” will be the member’s retirement date if adding as “NM-RET” and will be the date 
you are adding the member if adding as “RET-ACTIVE/INACTIVE.” 

1.7 Editing Member Information 
To view or edit a member’s information - from the roster, click on the members’ name that is highlighted in 
blue to open the members’ detail page.  
 

Update any necessary changes, then click on the “Save and go back to roster button.”  

1.8 Submit Certified Roster Between December 1st through January 15th  
Once you have added, removed, and certified training hours so that the roster is up to date, you may then 
click on the green button that says, “SUBMIT FINAL ROSTER.”  
 

You will be taken to a new page displaying the legal meaning of submitting your roster and certification via 
the website.  

1.8.1 Social Security Number Issues 
If there are any problems with the social security numbers for your roster, it’ll be noted on the 
statutory certification page. Social Security numbers are required for benefit eligibility.  
 

Problems with social security numbers will not prevent you from submitting the roster, 
however, it can mean that those members will not receive proper pension credit from the 
treasurer’s office.  
You can use the “SSN Issues” button to address those problems.  

Lastly, verify that the email address located on the final submission page is correct. A confirmation email 
will be sent to that address. If the email address is incorrect, contact NCSFA before certifying. 
Click the “I certify this roster” button. Once clicked, the certifications for your roster are locked in. 
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2. Relief Fund Board of Trustees 
 2.1 Certification of the Relief Fund Board 
After certifying the roster, you will automatically be directed to the Relief Fund Board of Trustees page. (You 
may also access this page at any time by clicking the “RF Trustees” link at the top of the page.) 
Certification of the Board of Trustees Report (BTR) must be completed by January 15th. General Statute 
requires that the information on the Board of Trustees Report be reviewed by the Chief annually to ensure 
each person on the report is currently serving as a Trustee and that contact information for each member is 
accurately provided. This includes the Chairperson and Treasurer.  
Make any necessary changes. Once updated and accurate, click on the certification button on the top right-
hand side of the page. 

Failure to certify the BTR by Jan. 15th will result in forfeiture of your relief fund 
allocation and distribution for that year. 

2.2 Trustee Modifications 
You may edit or replace Trustees by clicking the “Edit” or “Replace” button.  
 

You may also change the member type from the member type drop-down.  
Do not use the fire department’s information as a replacement for the Trustees’ information.  

 

2.3 Trustee Positions 
Trustees #1 and #2 are elected by the fire department.  

- Per Statute 58-84-30 “Board members elected pursuant to this subdivision shall be either (i) residents 
of the fire district or (ii) active or retired members of the fire department.” 

Trustees #3 and #4 are appointed by the local government. (Mayor, City Council, or County Commissioner)  
- Per Statue 58-84-30 “Board members appointed pursuant to this subdivision shall be residents of 

the fire district.” 
Trustee #5 is appointed by the State Fire Marshal.  

- Per Statute 58-84-30 “The member elected pursuant to this subdivision shall be either (i) a resident 
of the fire district or (ii) active or retired member of the fire department.” 
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The only change the department can make to Trustee #5 is the position of the trustee by using the “member” 
type drop-down.  

 
If Trustee #5 details need to be edited, contact NCSFA.  
If the Trustee needs to be replaced, send an official letter on fire department letterhead to OSFM: 

 
Once OSFM has approved the change, NCSFA will be contacted and will update the BTR. 
The five Trustees of the board will elect a Chairperson, Treasurer, and Secretary. Keep in mind that the 
Chairperson and Treasurer may not be the same person. 

2.4 Membership Dues 
After certifying the roster, the department’s membership dues amount will appear at the top of the page in 
blue: “Dues Balance: $ Click to pay.” 
 

Clicking on the “Dues Balance” link will direct you to the cart page. 
You will have the opportunity to add National Volunteer Fire Council coverage for $24 per member. - 
Adding NVFC dues is not a requirement.  

For more information about NVFC and what it offers, visit NVFC.org. 

Once satisfied with your cart – click, “Add to cart”.  
The payment page will allow you to either pay by credit card or by check.  

Check payment instructions are located on the left-hand side.  
Credit card payment – Fill out the required fields on the right-hand side and click submit. 
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 2.5 Save/Print the Roster 
Once certification of the roster has been completed, you may save it as a PDF or print it.  
 

Click on the “Print” button located at the top right right-hand corner of the page. 
Click on “Print Current” for the new certified roster. 

 
The printable version will only be current once it has been certified. 

Archived rosters, 2010 to present, are available from the “(year)” drop-down.  
Click on “Print (Year) Working Copy” to see the edits made throughout that year. 

3. NCSFA Membership Card 
 3.1 Digital Membership Card 
Once membership dues are paid in full, members will have access to their NCSFA membership card.  
 

Cards are accessed at card.ncsfa.com.  
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Members are to fill in the required fields and click on “Authenticate.” 
Once authenticated, the member will have the option to add their card to their Apple or Android Wallet or 
print. 

4. Roster Category Descriptions 
JUNIOR – A minor 14 years of age through 17 years of age. All activities should be limited to those 
considered non-emergency. Refer to the NC Fire & Rescue Commission’s “Junior Member Standard” for 
Junior member guidelines. (Not required to receive 36 hours of training annually) 
PAID – A career firefighter or a firefighter who is paid by the department.  This includes anyone that receives 
hourly monetary compensation, such as part-time or hourly per call.  Stipends do not apply. (36 hours of 
training is required annually) 
VOLUNTEER – A firefighter who is considered volunteer and does not receive monetary compensation 
other than a stipend. (36 hours of training is required annually) 
RESCUE – This designation only applies to dedicated EMS members or technical rescue members who 
are not a Firefighter of a fire and EMS department. (36 hours of training is required annually) 
RET (Active) - A firefighter who has completed their 20 years of service, are aged 55 or older, receives their 
Fire and Rescue Pension, still responds to calls, and is actively engaged in emergency operations. (36 
hours of training is required annually to be eligible for the State LODD benefit) 
RET (Inactive) – A firefighter who has retired from the department after 20 years of service. (Social Member) 
These designees will be eligible for our non-line of duty accidental death and dismemberment benefits.  
MEMBER – This designation should be used for support personnel that are not firefighters.  These 
designees will be eligible for our non-line of duty accidental death and dismemberment benefits.  They are 
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also eligible to participate in discounted NCSFA membership offerings and can take advantage of the 
optional National Volunteer Fire Council (NVFC) membership. 
NON-MEMBER RETIRED – A retired nonactive NON-MEMBER firefighter who has retired from the 
department after 20 years of creditable service that remains on the roster at no cost to the department. 
Although the retiree with this member designation is eligible for the cancer benefit, they however are 
not eligible for the Non-Line of Duty Accidental Death and Dismemberment Benefit, or any other discounted 
benefit programs offered by the NCSFA. 
NON-MEMBER – This is a special status used for NON-MEMBER relief fund treasurers.  You may now use 
the “MEMBER” designation for this position if the department would like their relief fund treasurer covered 
by our non-line of duty accidental death and dismemberment benefit. 


