5.09 Lock Box Program Guidelines for New and Replacement Boxes (2025)

Reference: 2025 San Francisco Fire Code Section 506.2.1

Purpose: This administrative bulletin describes the San Francisco Fire Department’s Lock Box program. Lock
boxes are hardened security steel vaults mounted on the exterior of buildings to store access keys for
exclusive use by authorized fire department personnel to gain afterhours access quickly and efficiently at
unattended buildings. Use of lock boxes reduces the necessity to damage buildings through the use of forcible
entry.

Scope: The San Francisco Fire Code authorizes the fire department to require the installation of lock boxes at
the following occupancy types, unless a written exemption from the Fire Marshal has been provided:

“H” - Hazardous: New and Existing
“L” - Laboratory: New and Existing
“B” - Business Laboratories: Testing and Research

In all other occupancy types (A, B, I, S, F, M, U, High-rise) installation is.recommended, but not required.

1. Approved Product. Effective September 21, 2024, the approved.lock box includes the eKey versions
of the KnoxBox® 3200 and KnoxVault® 4400, manufactured by the Knox Company. Both recessed and
surface mount models are approved for installation. Knox Tamper Alert is optional.

2. How it Works. The building representative (owner, facility manager, etc.) installs, or contracts for
installation, the lock box on the exterior of the designated building, locating it in close proximity to the
main entrance. Access into the KnoxBox® and.the KnoxVault requires the insertion of an electronic key
that requires a PIN code to be entered before it can be.opened.

NOTE: Boxes can ONLY be unlocked and locked by authorized San Francisco Fire Department
personnel with a Knox eKey®:

3. Obtaining a Lock Box. Lock boxes can be purchased online at KnoxBox.com or by calling Knox
directly at: 1-800-566-9269.

4. Installing a Lock Box. All boxes MUST be installed in accordance with the manufacturer’s
recommended installation instructions near the main entrance of the building (within 10 feet of either
side of the door). The process ds different for each mounting option. The suggested minimum and
maximum mounting height'is.not less than four (4) feet and not more than six (6) feet above adjacent
ground.

A. White SFFD Reflective Sticker. Place on the lock box door/cover such that it does not obscure
the serial number.

B. Red Knox Sticker. Place on the upper right or left side of the main entrance door, signifying
which side of the entrance the lock box is installed.
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5. Keys and Key Marking. It is the responsibility of the building owner or their designated representative
to purchase and label the keys to be placed in the KnoxBox® in accordance with the list below:

A. Main Entrance Key: GREEN
(Note: For security purposes, this key should NOT be the master key to all doors in the
building).

B. Fire Alarm Cabinet, Fire Control Room, or Building Control Station Key: RED
(These keys are required when a fire alarm system is installed or for the Fire Control Room in
high-rise buildings).

C. Elevator Recall Keys: YELLOW
(When the building has an elevator with an elevator recall function).

D. Firefighter Air System Cabinets or Rooms: ORANGE
(If the building has a firefighter air system).

E. Sprinkler Shutoff Room: BLUE
(When a sprinkler system exists in the building).

6. Lock Box Key Placement. Once the Lock Box has been installed, and the keys have been properly
labeled, contact the fire department to complete the installation process. The building representative
shall do the following:

A. Request to Activate Form. Download and complete a Request to Activate Form at:
https://sf-fire.org/services/sffd-lockbox=program, orwisit the San Francisco Fire Department at:
698 Second Street, Room _109;.to obtain and complete the form. All requests must include
payment for two (2) hoursof inspection (see form for exact amount).

Payments shall be mailed or made.in_person at:

Lock Box Program
Bureau of Fire Prevention — San Francisco Fire Department
698 Second Street, Room 109, San Francisco, CA 94107

B. Inspection. Call 415-558-3276 to schedule an inspection of the Lock Box installation.

7. Notification Requirements. Whenever doors or cabinets are rekeyed, it is the responsibility of the
building’s designated representative to contact their district’s fire inspector to have the new keys added
to the designated Lock Box. There are no fees for this service. Contact the Fire Department at
415-558-3300 to obtain the information needed to contact the appropriate district fire inspector.

Contact Information. Questions about the Knox Lock Box Program should be directed to the Lock Box
Support Office: 415-558-3276.
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K KNOX

When seconds matter ®

ENHANCED RAPID ACCESS PROGRAM
OFFERS A NEW LEVEL OF SECURITY

The Knox eLock System® is a complete electronic rapid access solution for first responders,
with an added layer of security for property owners.

This innovative system provides full accountability with detailed audit trails, offering clear
visibility into access activity. It eliminates the risk of lost or stolen Knox keys and helps reduce
property damage costs caused by forced entries.

Ideal for businesses, apartment complexes, and commercial buildings, the Knox eLock System
ensures fast, secure access when every segond matters.

HOW TO ORDER KNOX PRODUCTS

KNOX DIRECT LOCAL KNOX TRUSTED PARTNER
&) orDERONLINE &) ORpER ONLINE
STEP 1 STEP 1
Visit KNOXBOX.COM and click on thHe Visit KNOXBOX.COM/METRO

red BUY button in the upper right'corner

STEP 2 STEP 2
Using the dropdown fields select Using the dropdown field select Responding
California and San Francisco Fire Dept Department, San Francisco Fire Dept
STEP 3 STEP 3
Select product and enter the corresponding Select product KnoxBox / KnoxVault.
installation address - proceed with Complete and submit form below with
checkout or eApproval your information

€) orDERBY PHONE €} orDER BY PHONE
800.552.5669 510.722.1273

BENEFITS:
Scan QR code to + Access to immediate, local inventory

BUY DIRECT: + Same day pick-up on stocked items — reduces
- shipping costs
- Assistance with installation

KNOXBOX® | KLS-3261

Secures a maximum of 10 keys —
access cards and small entry items will
reduce max key quantity.

KNOXVAULT® | KLS-4402

Secures a combination of these items —
50 keys, access cards, emergency plans,
and a FDC Wrench.






