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#307 – Rapid Entry/ Knox Box
Date Issued: 01/08/2008
Date Last Revised: 11/25/2008

Purpose:  

To maintain a standard for Rapid Entry/ Knox Box entry.  The following guideline is to be followed for all Rapid Entry/ Knox Box locations.
Procedures:

Upon arrival at the scene of an alarm where the building contains a RAPID ENTRY key system (KNOX BOX), the procedure for apparatus outfitted with a Master Key Retention System (identified by Sentralok from here on) is as follows:
1. Confirm that access cannot be gained through unlocked doors.
2. The senior ranking Officer on the scene, or senior member if no Officer is present, shall be the ONLY person to remove the key from the Sentralok.  NO other member shall request a key removal at anytime.
3. The person removing the Knox Key shall call Polk County Dispatch on the Polk County Fire Dispatch Channel, identify the apparatus to the dispatcher, and request the dispatcher to release the Knox Key for the location of the alarm.  Make sure the radio scan feature is deactivated or that the microphone is not hung up prior to Polk County Dispatch sending the signal. 

EXAMPLE:  “Polk County Dispatch this is Polk City 4570 requesting a Knox Key release for the alarm at Casey’s on W. Bridge Road.” 
4. DTMF Tones will be broadcast over Polk County Fire Dispatch Channel signaling the key to be released.  A proper release will be signaled by a click in the box which releases the key to be turned, a flashing blue strobe light on the Sentralok, and a scrolling message on the LED readout.  Upon release and removal of the key, notification should be provided to Polk County Dispatch.
EXAMPLE:  “Polk County Dispatch this is Polk City 4570 acknowledging a good key release.” 

5. The Knox Key is used to gain access to the building key contained in the Rapid Entry Box located on the outside of the building.  The senior ranking Officer or senior member who has removed the Knox Key shall maintain custody of the key at all times until it is replaced at the termination of the alarm or given to the I.C.
6. Upon completion of the alarm and securing of the building, the building key should then be returned back to the Rapid Entry Box.  It is recommended to have someone witness placement of the building key back in the Rapid Entry Box prior to locking the door.  The senior ranking Officer or senior member who has removed the building key shall maintain custody of the key at all times until it is replaced at the termination of the alarm or given to the I.C.
7. After securing the building key in the Rapid Entry Box, the Knox Key should then be returned to the apparatus by the person in possession of the key.   Upon securing the Knox Key, the blue strobe will no longer flash and a scrolling message will appear on the LED readout.
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8. After securing the Knox Key in the Sentralok, the person who replaced the key shall call Polk County Dispatch and notify them that the Knox Key has been secured and if applicable call description and completion of call with a return to service.
EXAMPLE:  “Polk County Dispatch this is Polk City 4570 notifying of the proper return of the Knox Key to this unit.  Alarm was caused by a malfunction of the system, turned building over to building management, 4570 will be back in service.” 
General:  

1. The senior ranking Officer or senior member removing the Knox Key shall be solely responsible for the key and shall not release it to any person except under direct order of a Chief Officer. 
2. The senior ranking Officer or senior member removing the Rapid Entry Box key shall be solely responsible for the key and shall not release it to any person except under order of a Chief Officer.

3. Entry into any building in the absence of building management shall be restricted to a very limited, controlled number of personnel at the discretion of I.C. and building management must be notified of the entry.  Accountability of these individuals as to who entered shall be noted, to avoid any problems regarding impropriety in the future.
4. The Rapid Entry/ Knox System is for the use by the Polk City Fire Department SOLELY.  No other department (Fire, Police, Public Works, etc.) or personal other than those mentioned in this guideline shall request or have access to a Knox Key at anytime. 

5. Improper use of the Rapid Entry/ Knox System and or Knox Keys shall be grounds for immediate dismissal from the Polk City Fire Department and legal action will be pursued if applicable.
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