
1 | The information in this contract is current as of 12/1/11 and subject to change. Salem-Old-Town-Hall@gordon.edu 

 

Old Town Hall – Rental Information and Application 
32 Derby Square Salem, MA 01970 

Building Details: 
The Old Town Hall is a beautiful federal style building 
located in the heart of downtown historic Salem, 
Massachusetts. Nestled between the Essex Street 
pedestrian mall and cobblestoned Front Street, the Old 
Town Hall is the crowning jewel of Derby Square and the 
earliest surviving municipal structure in Salem (dating from 
1816-17). The building is owned by the City of Salem and 
managed by Gordon College’s Institute for Public History.  
The Old Town Hall is a two-story, brick structure featuring 
Palladian windows, carved wood details, antique 
chandeliers, decorative columns and wooden floors.  
 
Rental Details:  
The Great Hall is available year-round, seven days a week for rental. The hall can accommodate up to 
125 people for a seated dinner; and 200 for row or theater seating. Due to decorative columns on the 
ground floor, and storage of the display pieces for the Salem Museum in the Old Town Hall, this space is 
better suited for exhibits, standing receptions or auxiliary uses to Great Hall. All events will be charged 
for time necessary for set up and clean up. An initial site visit is free of charge. Please be aware: space in 
October is very limited. 

 
Event Pricing and Packages: 
Wedding Ceremonies and Receptions 
Wedding Ceremony: Use of the Great Hall - 4 hours (including optional rehearsal): $900 
Wedding Reception: Use of the Great Hall - 8 hours: $1,800 
Wedding Ceremony and Reception: Use of Full Building - 8 hours: $2,200 
($300 per each additional hour, complimentary use of chairs and tables belonging to OTH) 
 
Catered Events, Musical Performances and Dances  
Use of the Great Hall - 4 hours: $900 
Use of the Full Building - 4 hours: $1,300 

Filming for use on TV or Film 
4 hours: $900 ($300 per each additional hour) 
 
Corporate Events, Family Parties, Private Functions 
Use of the Great Hall for up to 5 hours: $300 
Use of Full Building for up to 5 hours: $700 
($60 per each additional hour) 
 
Non-Profit Events  
Use of Great Hall, up to 3 hours: $105  
Use of Full Building, up to 3 hours: $505 
($35 per each additional hour) 
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Non-Profit Events - serving alcohol 
Use of the Great Hall for up to 3 hours $150  
Use of Full Building, up to 3 hours: $550 
($50 per additional hour) 
 
Furniture Rental  
There is furniture available for non-profit and other non-catered events hosted at The Old Town Hall. 
However, we cannot rent additional or specific tables or chairs; this is the responsibility of the renter. 
One 60” round banquet table and eight folding chairs: $10 
Ten 60” round banquet tables and eighty folding chairs: $80 
 
 
Additional Rental Information: 
A signed contract and a non-refundable security deposit in the amount of $100 are due before a 
reservation is considered official. The deposit must be made via check, addressed to Gordon College 
with the event name and date listed in the memo line. Deposits may be delivered in person to the 
Operations Manager, or sent to: 
  
Salem Old Town Hall  
Attn: Functions Rental 
PO Box 4551 
32 Derby Square  
Salem, MA 01970 
 
Only a signed contract with $100 deposit confirms a reservation. If 
the event involves catering or alcohol service, the appropriate forms 
are due with the deposit. 
 
The entire balance is due, at the latest, one week (7 days) before 
the event and must be paid by check to Gordon College. Renters 
who do not follow the guidelines listed within this contract will be 
billed for damages, trash removal or any extra hours required of 
our staff. 
 
Event Cancellation:  
If cancellation becomes necessary, the Operations Manager must be contacted directly, as early as 
possible. Any amount that has been paid to The Old Town Hall and Gordon College over the $100 non-
refundable deposit will be refunded as follows: 
 100% Refund  One month or more in advance 
 75% Refund  Three weeks in advance 
 50% Refund  Two weeks in advance 
 25% Refund  One week in advance 
 Non-Refundable Less than 48 hours in advance 
 
Weather Cancellation: 
If weather conditions make the event impossible (e.g. City-declared weather emergency) the event may 
be rescheduled for another available date. The deposit will apply to the new date. The terms of the 
contract will apply to the new date, but a new Rental Agreement must be signed. 
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General Parameters of Use: 
The building may be used for parties, ceremonies, performances and other events. Food and beverages 
are permitted in the Old Town Hall. Alcohol may be consumed with the use of a police detail. It is the 
responsibility of the renter to hire and pay for a police detail for any event where alcohol is consumed 
(Salem Police Department: 978 744 0171). Smoking is not permitted anywhere in the building. Please 
be advised of city sound ordinances that enforce noise restrictions between the hours of 11pm and 
7am. 
 
Set Up and Clean Up: 
The Old Town Hall is a historic structure; decorations must leave no marks when removed. Taping, 
tacking, nailing, drilling, and gluing are not allowed. It is the renters’ responsibility to remove all 
decorations after an event. The responsibility for set up and removal of furniture, decorations, and other 
event related equipment falls entirely on the renter. The building must be returned to the state in 
which it was found before departure, including furniture configuration. The renter is responsible to 
bag and remove their trash. Clean up for a function must end by 12:00am - Midnight. The cost of the 
rental includes bathroom supplies, a cleaning fee and a staff fee.  
 
Sound Ordinances: 
The Old Town Hall is located in Derby Square, a residential area of Salem. In consideration of City 
Declared Sound Ordinances, events must maintain a respectful noise levels. DJ’s, musical ensembles, 
and other sources of loud noise must decrease their volume at 11p and end before 12am – Midnight. 
 
Handicapped accessibility: 
The building is wheelchair accessible, via a ramp located on the Essex Street side of the building. The 
second floor can be accessed by two staircases and an elevator. There is one bathroom located on the 
second floor, which is accessible to wheelchairs. The main restrooms are located on the basement level. 
 
October in Salem: 
October is the peak of tourist season in Salem, because of the town’s historical relationship to the witch 
trials, etc. Please keep the following considerations in mind while planning your visit.  
Travel: Due to increased traffic, allowing extra time to travel to and from Salem is encouraged. Please 
consider parking elsewhere and seeking alternate forms of transportation (such as transporting your 
guests via motor coach or using the commuter rail). Limited Downtown Street Parking should be 
expected. Salem’s Municipal Parking Garage is $20 per day on weekends in October (subject to change). 
Accommodation:  Salem is home to several Hotels and Inns; however, we advise that your guests book 
several months in advance. 
Please ensure your guests and vendors are aware: due to heightened activity in the city, traveling to and 
loading in and out of the Old Town Hall may take longer than usual. Private vendors, renters and guests 
do not have reserved parking adjacent to the building. 
 
The Old Town Hall, The Institute of Public History, Gordon College, The City of Salem, and the Salem 
Museum take no responsibility for traffic, lack of parking, costumed visitors, or other seasonal 
interference in the town of Salem, Massachusetts during the month of October. Thank you for your 
flexibility. 
 
Questions may be directed to: Salem-Old-Town-Hall@gordon.edu  

mailto:Salem-Old-Town-Hall@gordon.edu
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Event Date: ______________________ 
Title: ______________________ 

Status: D_____ Paid in Full______ 
 

Application for the Rental of The Old Town Hall 
 

 
Name of Event/Purpose_________________________________________________________________ 
 
Applicant Organization__________________________________________________________________ 
 
Phone (Day)_______________ (Night)_________________ (E-mail)______________________________ 
 
Name and Address of Person in Charge_____________________________________________________ 
 
Contact Person (if different)__________________________________  Phone______________________ 
 
E-mail____________________________________________________ Cell ________________________ 
 
 
Number of Participants/Attendees____________________ 
 
Date(s) Requested____________________________________________________________________ 
 
Time(s) Requested_______________________________ Set up/break down___ _________________ 
 
Room(s) Requested___________________________________________________________________ 
 
Do you represent a non-profit?  Y/N If yes, please include a copy of your Tax Exempt Certificate. 
 
Will you be hiring a caterer for your event?  Y/N  

Please attach a copy of the completed Caterer’s Responsibility Form. Please ensure that your 
Caterer retains a copy. 

 
Will you be serving alcohol at your event?  Y/N 

If so, you must hire a police detail from the Salem Police Department for the duration of alcohol 
service. A detail is not included in the rental fee. Salem Police Department: 978.744.0171 

 
Will you require more than 150 seats for your event?  Y/N 
 
Will you be renting chairs, tables or other furniture and/or equipment for this event?  Y/N 
 
Will you be bringing in decorations?  Y/N    Instruments?  Y/N  
If you answered yes to any of the three previous questions please make notes here: 
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Agreement for the Rental of the Old Town Hall, 32 Derby Square, Salem, MA 
  
 
The Gordon College Institute for Public History’s first concern is the preservation of Old Town Hall and 
its contents. Old Town Hall is made available to recognized, responsible individuals and organizations for 
educational, civic and cultural activities according to the following conditions: 
 
1. Permission to use the facility shall be granted only with the full understanding that the renter will 
assume full responsibility and will reimburse the City of Salem and/or Gordon College (where applicable) 
for any and all damage to the building or its contents resulting from such use. 
 
2. Smoking is not permitted anywhere in the building, including the restroom. 
 
3. All decorations brought into the hall must be removed at the end of the event. Banners, signs and 
other like items may not be affixed to interior or exterior walls at Old Town Hall. The use of tape, tacks, 
nails, screws or glue to affix decorations is strictly prohibited. For specific decorating information, see 
the Site Manager. 
 
4. Open-flames are prohibited. This includes incense, liquid propane and Sterno heated chafing/buffet 
containers. Only electric heating plates are permitted.  
 
5. Renters must conform their guest, table and chair arrangements according to the occupancy laws 
established by the Salem Fire and Building codes. The Site Manager must approve all furniture 
arrangements. 
 
7. If alcohol is provided at the event, the renter assumes responsibility to see that all consumption is 
done in a lawful, safe manner, and that no cash will be exchanged for alcoholic beverages unless the 
proper license is obtained from the City of Salem. Renters may make arrangements for a total of no 
more than 5 hours of alcohol service at Old Town Hall. Gordon College and the City of Salem will require 
a police detail at any event serving alcohol. 
 
8. Catering services, if applicable, must be listed on the Rental Agreement and Application and have 
signed the Caterers Responsibilities Form. Caterers must be approved by the Gordon College Institute 
for Public History one month prior to the event. 
 
9. Small musical ensembles are welcome but must be appropriate to the historic setting. Entertainment 
arrangements must be approved by the Site Manager in advance of the event. 
 
10. The City of Salem is not responsible for any personal property brought in by renters, caterers or 
guests. 
 
11. Gordon College is not responsible for any personal property brought in by renters, caterers or 
guests. 
 
12. Gordon College reserves the right to make special regulations and changes to all contracts. All 
changes must be written here or attached to this form with both parties initialing the changes. 
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13.  Insurance.  Renter shall maintain liability insurance covering it as an entity and its staff members 
and will name Gordon as an additionally insured party.  Gordon will be provided with a certificate of 
such insurance.   
 
Gordon will continue to maintain its liability, fire, and other insurance on Old Town Hall that is normally 
maintained for business purposes. 
 
14.  Indemnification.  Renter and Gordon hereby hold harmless and indemnify the other party, its 
agents, employees or students from and against any and all claims, losses, damages, demands, actions, 
costs, expenses (including reasonable attorneys’ and other professional fees) and liabilities that either 
party may suffer or incur as a result of and arising from the other party’s negligence.  
 
15.  Miscellaneous.  This Agreement contains the entire understanding of the parties and cannot be 
amended, waived, or discharged, unless mutually agreed by both parties, and shall be binding upon the 
parties and their respective administrators, representatives, successors and assigns.  Neither party may 
assign this Agreement.  
 
16.  State Law.  This Agreement is written and subject to the laws of the Commonwealth of 
Massachusetts. 
 
IN WITNESS HEREOF, each of the parties hereto has duly executed this Agreement under seal as of the 
day and year first above written. 
 
_____________________________________________________________________________________ 
Signature of Renter                     Date  
 
 
_____________________________________________________________________________________ 
Printed Name of Renter 
 
 
_____________________________________________________________________________________ 
Signature of Site Manager, Gordon College Institute for Public History  Date 
 
 
________________________________________________________________________________ ____ 
Printed Name of Site Manager, Gordon College Institute for Public History  


