
☐ When do I add members to the roster? Even if your department has a probationary 
period, members MUST be added to the roster immediately to receive benefits.  You 
can ADD and REMOVE members from the roster anytime during the year.  

☐  NCSFA dues are paid annually by March 31, and a member added during the year must 
be paid within 30 days after being put on the department’s roster.   

☐ Beneficiary forms- Make sure to complete the NCSFA Beneficiary Form. It is best 
practice to review and update beneficiary forms annually. 

☐   Copy of Driver's License, or other ID for Jr. Members – Keep in their personnel file. 

☐ Complete a Background Check - per NCGS-143B-943 (New requirement as of 2023). 

☐ Office of State Fire Marshal Login- Set up an account to track training hours. 

☐ Firefighters’ & Rescue Squad Workers’ Pension Fund - Add or offer them the option to join.  
If the member was previously listed on another department’s roster and was already enrolled 
in the retirement system, be sure to transfer their account using Form 359 from the NC 
Treasurer’s Office, along with the Fire Rescue Pension (2FR) form for beneficiaries. You will 
need a copy of their Social Security card. It is best practice to have the members review this 
form annually. 

☐ Workers Comp. Policy- Add the member to the department’s policy, along with any 
other supplemental insurance policies the department or City/County has. 

☐ NC Association of Rescue & EMS roster- Add if department participates in this 
organization. 

☐ Completed physical, drug test, cancer screening- per department’s requirements 

☐ Completed W-4, NC-4 or I-9- if this is applicable for your department for tax purposes 

 

Call the NCSFA if you have any questions.  1-888-546-2732 or 919-821-2132 
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