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1. Requirements: 
a. US Rowing membership must be current 
b. US Rowing waiver must be current 
c. CCRA member in good standing for the current season (online membership and 

payment submitted) 
2. Scheduling: 

a. When the above requirements have been met, send an email to Dina at 
cortlandtrowing@gmail.com. You will receive instructions on how to get into the 
building, and how to get into the online signup tool. This info is not to be shared with 
anyone else, including other members.  

b. Guests are not permitted, unless pre-approved by club staff. 
c. Use the online signup tool to schedule the time(s) that you want to work out. Note that 

a buddy system is STRONGLY ENCOURAGED for your own health and safety. However, 
since you have read and acknowledged the risks of the sport via your signature on the 
US Rowing and CCRA waivers, you may choose to erg/work out on your own.  

d. The available time slots are programmed into the signup tool. They are generally: 
i. Weekdays: 5am-9pm, except during youth practices or Row2Music (see the 

CCRA signup sheet webpage for those time slots) 
ii. Weekends: 12 noon - 9pm 

3. While at 6th St: 
a. Be a good neighbor/tenant: there are other users of the building (first floor), who have 

building keys, and can also come and go as they please. 
i. Don’t park in fire zones, or block access to the rear parking lot. 

ii. Don’t blast loud music, especially when there are others downstairs.  
b. To open the key safe (mounted on the doorway just to the left of the main door): 

i. Flip the black weather cover down using the tab at top. 
ii. Make sure the "open" label on top black handle is upright. If not, rotate handle 

counter-clockwise until it clicks with the "open" label oriented the right way. 
iii. Push the reset switch in the middle down and release, to reset code buttons. 
iv. Enter the code by pushing the buttons. Make sure the buttons are pressed in all 

the way flush; gloves may interfere with this. 
1. If you enter an incorrect combination, press down on the CLEAR button 

to reset the buttons and reenter the combination.  
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a. if that doesn’t work, rotate the ‘Open’ handle counterclockwise 
until the "open" label is oriented the right way. You should hear 
it click.  

v. Rotate the top black “Open” handle clockwise 180° until it stops and the metal 
cover pivots open. 

vi. Remove the key (behind the clear plastic door, on the hook).  
vii. Unlock the chained padlock with the key. 

viii. Press down hard on the right door handle to open the door.  
ix. Hang the chain and padlock on the inside door handle.  

c. To relock the key safe: 
i. Return the key to the hook inside the safe.  

ii. Close metal cover; hold closed while rotating the ‘Open” handle 
counterclockwise 180° until it clicks with the "open" label oriented the right 
way. 

iii. Flip up weather cover and push in until it snaps into place. 
d. If the building alarm is going off (located just inside the door, on the left wall): 

i. Follow the instructions on the wall to reset it.  
e. If you feel more comfortable with the door locked while you’re inside: 

i. Use the side door under the stairs to go back outside. Prop it open if needed.  
ii. Lock the main door from the outside, and return the key to the key safe.  

iii. Make sure the side door is closed properly after re-entering the building.  
iv. Other building users may come in while you’re working out – but they are 

authorized and have a key, so no worries.  
v. Use the back stairs in case of emergency. There is an alarmed emergency exit 

door at the bottom of the stairs.  
f. Use the paper log book (on the chair next to the speakers) to sign in/out.  
g. Have a fun workout! 
h. Departure checklist: 

i. Clean your erg/equipment 
ii. Turn off all lights, electronics, fans, etc. Turn down heat to 50 degrees, close 

windows. Leave the place better than you found it, and others will do the same! 
iii. Note and report any damaged or missing equipment, building irregularities, 

injuries, etc. 
iv. Make sure all doors and the key safe is locked!! 

1. Push the right door in as far as it goes.  
2. Wrap the chain around the two outside door handles.  
3. Insert padlock shackle through both ends of the chain, and make sure 

the shackle is pushed in tightly to the padlock. 
4. If you used the side door, make sure it’s closed properly.  

4. Any violation of the above procedures can result in loss of CCRA membership privileges for the 
current season (or beyond).  


