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POLICY:
Knox boxes may be required when access to or within a building, structure, or area is difficult because of secure openings or where immediate access is necessary for life saving or fire fighting purposes. 
The Fire Chief of Richland Township Fire Department (RTFD) or the Fire

Chief’s designee shall approve the use of any new access device or system.
1 GENERAL
1.1 Opening a Knox Box shall be through a single universal key available only to the Richland Township Fire Department. The universal key can operate lock boxes, key switches, and padlocks. This key shall be held in the apparatus by a Key Retention System. The key will be released from the retention system by an approved method. The release system may be required to audit the key releases.
1.1.1 
The access box shall be of heavy duty or extra heavy duty construction.

Recess mount style boxes are recommended.

1.1.2 
RTFD will not accept individual building keys.

1.2 
It is recommended, and may be required, that an access box be installed on existing buildings with a fire sprinkler or fire alarm system or where access is difficult.

1.3 
Access boxes may be required on all new buildings with a fire sprinkler or fire alarm system or where access is difficult.

1.4 
Use of, or controls to, gates, chains, switches or any device to control access may use a padlock or key switch compatible with the current system, with approval from the RTFD.
2 AUTHORIZATION

2.1 
Building owners must obtain an authorization form (Attachment A) from the fire chief’s office. The device cannot be purchased until this form has an authorized signature from a representative from the fire chief’s office.

3 BOX LOCATION

3.1 
The mounting location for all boxes shall be approved by the fire chief’s office and shall be installed as follows:

3.1.1 
Access boxes shall be mounted as near as possible to the approved entry door and shall not be visually obstructed. This normally will be the main entrance door to the business. The box shall not be located further than six feet laterally from the door.

3.1.2 
Access boxes may be mounted next to other doors with better access for emergency services with the approval of the fire chief’s office.

3.1.3 
Approach to the access box shall not be obstructed by landscaping or architectural elements.

3.1.4 
Access boxes shall not be mounted higher than five feet or lower than two feet above the ground or walk area.

3.1.5 
A fire department alert decal shall be mounted on each building entry door in the upper right-hand corner unless approved by the fire chief’s office (Attachment B).

3.1.6 
The Access box for a gate shall be located on the gate or on the fence within 6 feet of the gate. A fire department alert decal shall be attached to a piece of 5" square white plastic and mounted on the gate near the lock. Alternative mounting shall be approved by the fire chief’s office.

4 SUPERVISION

4.1 
Unless specifically exempted by the fire chief’s office, it is recommended that all knox boxes be supervised by an electronic security system to detect a possible unauthorized entry. Supervision of key switches and padlocks may be required by the fire chief’s office.

5 ENTRY KEYS

5.1 
Keys necessary for building entry shall be placed inside the access box and shall be adequately labeled. Keys shall be limited to one set and shall be attached to a substantially constructed key ring.
5.2 
The access box shall also contain the following:

5.2.1 
Keys to locked points of ingress, whether on the interior or exterior of the building.

5.2.2 
Keys to locked electrical rooms.

5.2.3 
Keys to locked mechanical equipment room.

5.2.4 
Keys to elevators.

5.2.5 
Keys to other areas as directed by RTFD.

5.2.6 
Information on special circumstances such as Hazmat information, hazards, and structural dangers.

5.2.7 
Contact Information for the Building Representative.

6 PURCHASING

6.1 
All access devices shall be purchased, installed, and maintained by the building owner. Purchasing information can be obtained by contacting the Richland Township Fire Department.

7 SECURING THE ACCESS BOX

7.1 
After the access box device is installed, the owner shall contact the fire chief’s office to make arrangements to lock the box, padlock, or key switch.

7.2 
RTFD ONLY has access to the key boxes; property owners may not have keys or access to the boxes.

7.3 
The owner must contact the fire chief’s office (to make arrangements) to change keys or information in the box or device.

8 FIRE DEPARTMENT KEY RESPONSIBILITY

8.1 
The Fire Chief will administer the Key Retention System, including the installation, maintenance of the key retention units and supervision of the access box master keys.

8.2 
All fire department first line apparatus will have the Key Retention System installed. 
8.3 
All fire department master keys for apparatus will be retained in the Key   Retention System. All master keys issued to Staff personnel are numbered and inventoried.

8.4 
After entry is made into the business, advise Communications that you have entered the facility and notify the Police Department and/or an emergency contact for the business.

8.5 
After securing the building, return the building keys to the access box and secure the master key in the key retention lock unit. 
8.6 
Contact the fire chief’s office if you have questions or problems with the Key Retention System.

9 MISSING KEY

9.1 
Missing keys shall be reported to the immediate supervisor.

9.2 
The supervisor shall notify the duty chief and the Fire Chief.

9.3 
A detailed report about the circumstances surrounding the missing key shall be forwarded to the fire chief’s office within 24 hours.

10 BUILDING DAMAGE

10.1 
Damage caused by Fire Department personnel to a building, structure, or area that has the Access Box System installed shall be documented in writing to the fire chief’s office. The report shall include all the circumstances concerning the incident and the damaged property. 
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KNOX BOX ALERT DECAL
A fire department alert decal shall be mounted on each building entry door in the upper right hand corner of each establishment that utilizes the Access Box System.
