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Purpose:	To establish procedures for initial actions when arriving on the scene of a structure that has a 		Knox Box installed and deploying keys within.  





Applicability: Applies to all Shippensburg Fire Departments when operating in our first due response district. 





Policy





1. 0 	Purchase of Knox Box:





	1.1	When a business or a citizen request a Knox Box an order form will be given to them. 





	1.2	The Vigilant Hose Company will be the host company of the Knox Box program.  





	1.3	A copy of the municipal ordinance will be made available at the request of the party purchasing 		the Knox Box.


	


2.0	Knox Box Set-up	





	2.1	When installing a Knox Box on a building, the following keys must be secured within.


		Main Entrance, Fire Control Room, Elevator Control, Utilities, and Miscellaneous.





	2.2	Ideally, three (3) sets of keys will be secured in the box. A minimum of two (2) sets of keys is 		acceptable. 





	2.3	Keys shall be tagged and identified on use. 





3.0      Knox Box Use





	3.1	Upon arrival of the first due suppression unit, the officer of the units will call headquarters via 		radio and request to have the Knox Box Key to their released.  Headquarters will acknowledge 		this request by sending a digital tone through the radio activating the release of the key.





	3.2	The officer of the units will remove the key and use it to access the Knox Box. It is then that 		officer’s responsibility to know at all times the location of the key and to ensure it is returned to 		the unit upon completion of use.





	3.3	The officer will use the key to access the building keys located in the Knox Box. The officer 		will remove (2) sets of keys and then relock the Knox Box. It is the officer’s responsibility to 		ensure the return of the building keys to the Knox Box at the end of their use.
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3.0      Knox Box Use Continued..





	3.4	The officer will keep the one set of keys for his/her use. The second set of keys will be given to


		 the first arriving special service unit for their use.





	3.5	Should the special service arrive first on the scene, they will follow the above policy as if they 		are the suppression unit. The first due suppression unit will follow suit. 





	3.6	The third set of keys are to remain in the Knox Box and used as instructed by the incident 		commander.





	3.7	In the event any keys are lost (Knox Box Key and or building keys), command must be notified


		and a concentrated effort must be  conducted to locate them. If they cannot be located, 			notification must be made to Chief 52 and the property owner. 





	3.8	Deviation from the procedures must be announced to the commanding officer that will instruct 		the units on the scene of a course of action.
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