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Purpose: 

The purpose of a Knox Box is to provide the SVFD with rapid, nondestructive access to certain occupancies. The SVFD 
requires Knox Boxes on structures that are not staffed 24/7 and have an automatic fire sprinkler system, fire alarm 
detection system, assisted living facilities, senior living facilities, and multi-family residential occupancies. Through the 
enforcement of the International Fire Code, the installation of Knox Boxes will be on ongoing process in existing 
buildings. Knox Boxes will be installed in new construction as required. 

Scope: 

 This Procedure shall apply to all members of the Scriba Volunteer Fire Department. All officers should have a working 
knowledge of Knox Box installations through area familiarization inspections, preplanning, and accessing preplans on 
alarms. 

Procedure: 

Storage 

1. The Fire Chief is ultimately responsible for security and accountability of the Knox Box keys. 
2.  Master keys shall be kept ONLY on Engine 41 and Rescue 21, and never issued or transported by a 

member.  
3. The master key shall be returned to the apparatus as soon as feasible after use. 
4. The following keys should be included in the box by the building owner; 

A. Main Entrance Door 
B. Fire Alarm Control Panel, Manual Pull Stations 
C. Fire Sprinkler Control Padlock/s 
D. Elevator Control 
E. Attic or Roof Access 
F. Any Other Keys Necessary to Access Building Controls 

 

Usage 

1. The incident commander should evaluate the need for building access.  
2. If the need for access is warranted the Knox Box shall be opened, and keys to the occupancy retrieved.  
3. The member who retrieves the master key from the apparatus is responsible for that key until it is 

returned to the retention system, transfer to any other member is not allowed. If such transfer is required, 
the key must be returned to the retention system and released by the member in need. 

4. The key must be controlled at all times, leaving the key in the Knox box is not permitted. 
5. The Incident Commander, at the conclusion of the incident is responsible for ensuring that all building 

keys are returned to the Knox Box. 
6.  Prior to leaving the scene the apparatus officer shall insure the master key is present and secure in the 

retention system.  
7. The use of this system is for emergency alarms, building tours (when a building representative is present), 

and other emergent situations as determined by the senior officer.  
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8. The master key and building keys are the responsibility of SVFD and at no time may be given to law 
enforcement or medical providers.  

Notification/ Documentation 

1. The property owner or building manager should be notified that a Knox Box was used for entry as soon as 
practical. 

2.  If practical, a fire department representative should wait for a key holder to arrive and discuss the finding 
of the investigation and if any issues were discovered.  

3. The incident report/ run card should document the use of the Knox box and which doors were entered. 

Missing Key 

1. Upon discovery of a missing master key, the Fire Chief shall be notified immediately.  
2. Written statements from the entire crew engine crew and incident commander should be taken. If the 

exact time of loss is not known, the member that discovers the missing key should write a statement. 
3.  An investigation shall be started and the retention system memory will be downloaded.  
4. If it is determined that a possible security breach has occurred, the business owners and Oswego County 

Sheriff’s department shall be notified in writing.  
5. The contents of all Knox box in the township will be emptied and building keys returned to the owner until 

such time security can be insured. 

 


