
Circuit Court of Hampshire County 
SONJA K. EMBREY, CLERK

Post Office Box 343 
50 South High Street, Suite 157 
Romney, West Virginia 26757 

304-822-5022
304-822-8257-FAX
Email:    sonja.embrey@courtswv.gov
Website: www.hampshirecircuitclerkwv.com

IMPORTANT NOTICE to ProSe Filers 

READ ALL INSTRUCTIONS CAREFULLY

MUST file a copy of Marriage Certificate/License when filing for Divorce

Circuit Clerk’s Office cannot help fill out the forms or give legal advice

CASH, MONEY ORDER or CREDIT CARD are accepted
o Cash MUST be exact change
o No Personal Checks
o Credit Card service Fee when paying via credit card

You must have a complete address for the Respondent
o NO PO Boxes for services via Sheriff

All forms must be completed before filing; including Notarization(s)
o Please note that there isn’t a Notary in Hampshire County Circuit Clerk’s

Office.

The Hampshire County Circuit Clerk has transitioned to WV e-File as of
January 2016. As a result of electronic filing it is not necessary to make
additional copies of the paperwork you are filing. You will receive all of your
original documents in return after filing.

Thank you, 

Sonja K. Embrey 
Circuit Clerk 

Filing Fees 

Divorce Cases $135  Modification $85  
Child Support and/or Custody $200  Expedited Modification  $35  
Other Domestic Cases $200  Contempt - service fees only  N/A 

Service and Other Fees 

Service via Certified Mail $20  Parenting Class Fee $25  
Service via WV Sheriff $30  

MODIFICATION
PACKET







3. Don't forget to keep a copy of everything you file for your own records.

4. Decide how you want to serve your papers.

The simplest and most common type of service for a Petition for Modification is certified 

mail, restricted delivery, return receipt requested. To have your papers served this way, you tell the 

Deputy Circuit Clerk you want certified mail service, pay a $20 fee for each party served, and the 

Circuit Clerk's Office handles the service. If the BCSE is a party, you don't have to serve them by 

certified mail. You can save some money by mailing a copy of your Petition to the BCSE office by 

first class mail. The following paragraphs explain other ways your papers can be served. 

Personal Service by the Sheriff's Department. The papers are delivered by the Sheriffs 

Department. This type of service is arranged through the Circuit Clerk's Office. The fee is $30 for 

each party being served. 

Acceptance of Service. If a party is willing to voluntarily accept the papers, you can simply 

hand the papers to that person; or that person can pick the papers up in the Circuit Clerk's Office. The 

person accepting the papers must sign an Acceptance of Service form, and the form must be filed in 

the Circuit Clerk's Office. 

Personal Service by Private Process Server. The law permits persons other than members 

of the Sheriffs Department to deliver legal papers, but, service cannot be made by a party to the 

case, and the person serving the papers must be 18 years of age or older. For this type of service to 

be valid, the person who serves the papers must complete a West Virginia Return of Service which 

states the papers were served, and this Return of Service must be filed in the Circuit Clerk's Office. 

After you've filed your papers, and arranged for service, you should think about one more item 

before you leave the Clerk's Office. If you know you will need to subpoena witnesses for the hearing on 

your Petition, you should take care of this while you're at the Clerk's Office. To learn how to do this, read 

the following paragraph entitled "Witness Subpoenas." After you're finished in the Circuit Clerk's Office, 

you need to prepare for your hearing. How to do this is explained in Step 3. 

Witness Subpoenas. If you know you will need a witness to testify at a hearing, you need to 

make certain that witness will attend. If you are not certain the witness will voluntarily show up, you 

will need to subpoena that witness. Witness subpoenas are handled through the Circuit Clerk's Office. 

To obtain a witness subpoena, you need to provide the Deputy Circuit Clerk with the name and address 

of the witness, and pay a Clerk's fee of 50¢ per subpoena, and a service fee of $30 per subpoena, unless 

your fees have been waived. If you do not request witness subpoenas at the time you file your Petition, 

you should make certain you do so at least 10 days before the hearing. 

What to do if you cannot afford to pay fees. If you cannot afford to pay fees, you should ask a 

Deputy Circuit Clerk for an affidavit to waive fees and costs. You can fill out the affidavit in the Clerk's 

Office. The affidavit requires you to list some basic information about your financial situation and to 

provide proof of your income by tax returns, pay stubs, or government assistance. A Deputy Clerk can 

review your completed affidavit while you wait, and tell you if you meet the legal requirements to have 

your fees and costs waived. If you don't meet these requirements, you must pay fees and costs, but you 

can ask the Court to review your affidavit later. Criminal charges can be filed against you if you provide 

false information on this affidavit. 
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West Virginia State Bar

The Lawyer Referral Service at the State Bar will refer you to a lawyer who
will discuss your situation with you for up to one-half hour for only $25! 

1-304-558-7991 or www.lawyerreferral.org

Free Online Legal Help
Free legal assistance online for civil matters for  

low-income West Virginians at https://wv.freelegalanswers.org/

Tuesday Legal Connect – Free Live Legal Help
Tuesdays between 6:00pm and 8:00pm 1-800-642-3617
Volunteer lawyers will provide general legal information. 

Attorneys cannot provide direct legal advice!

West Virginia Judiciary
Main Number:   1-304-558-0145 
Home web page: www.courtswv.gov 

The Judiciary website offers a variety of resources for 
self-help including links to the various courts in West 
Virginia and a variety of downloadable court forms at: 
https://www.courtswv.gov/public-resources/court-
forms

Additional assistance can be found by contacting 
Claudia Townsend at the Clerk’s Office at:  
1-304-558-2601 (main telephone)
1-304-558-4219 (TTY for hearing impaired)

Family Court Mediation Services 
An approved list of mediators can be obtained through 
Family Court Services at the Supreme Court of Appeals 
or on the website. 1-304-558-0145
https://www.courtswv.gov/sites/default/
pubfilesmnt/2024-01/MediatorByCounty1-24.pdf

The Court’s State Law Library located at the State 
Capitol in Charleston has books for research, 
computers to use, and law librarians that can help you. 
https://www.courtswv.gov/public-resources/law-
library or call 1-304-558-2607

The West Virginia Library Commission  
Public libraries throughout West Virginia may have 
computers, forms, books, and other information that 
can help you. 1-800-642-9021 

WVU College of Law Clinical Program
Free legal assistance by law students under the 
supervision of attorneys in a variety of areas, including
family law, immigration, veterans assistance, domestic 
violence, and others. Their contact information is: 
https://www.law.wvu.edu/clinical-law or call
1-304-293-7249 or email cliniclaw@mail.wvu.edu  

The WV Coalition Against Domestic Violence is a 
statewide network of community-based domestic 
violence programs working to end violence in the lives 
of women, children and men. www.wvcadv.org or call 
1-800-799-7233 (National Domestic Violence Hotline)

Legal Aid of West Virginia provides legal services in 
certain kinds of cases if your income meets certain 
guidelines. www.LegalAidWV.org or 1-866-255-4370  

Mountain State Justice is a non-profit public interest law 
office dedicated to pursuing impact and significant 
litigation on behalf of low-income West Virginians. They 
provide free legal services in certain areas of practice to 
qualifying individuals. www.msjlaw.org or 800-319-7132

Senior Legal Aid Services provides free legal assistance 
to seniors, 60 and older. www.seniorlegalaid.com or 
1-800-229-5068

WV Attorney General’s Office - Consumer Hotline 
Offering consumer protection assistance including 
downloadable consumer complaint forms and a 
Consumer Protection Hotline at 1-800-368-8808
https://ago.wv.gov/about/Divisions/Pages/Consumer-
Protection-and-Anti-Trust-Division-.aspx



Hampshire County Circuit/Family Court

July 3, 2024
By Jessica L. MacBeth
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