
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  

CUSTODY
/CHILD 
SUPPORT 
PACKET







Personal Service By Certified Mail . 

This type of service is arranged through the Circuit Clerk's Office. The Circuit Clerk's 

Office mails the petition and financial statement to the Respondent by certified mail, restricted 
delivery, return receipt requested. You pay the fee of $20.00 and provide the mailing address of 

the Respondent. If the mailing is accepted, the Clerk's Office will receive the return receipt 
postcard with the signature of the person who accepted the mailing. If a person other than the 

Respondent accepts the mailing and signs the receipt, you don't have good service, and your case 

will not go forward. The Respondent has 20 days from the date the documents were delivered to 

serve you with an Answer. 

While you're at the Circuit Clerk's Office, you may want to arrange for witness subpoenas 

if you think you will need to require a witnesses to come to the hearing on your Petition. The 
following paragraph explains how to do this. After you're finished in the Circuit Clerk's Office, 
the next thing you need to do is 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, and you're 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. If you cannot afford to pay the subpoena fees, read the 
next paragraph. 

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. 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. The Court will review your request for 
waiver of fees at a later hearing and will determine your eligibility even if the clerk has approved 

your waiver. Criminal charges can be filed against you if you provide false information on this 
affidavit. 

STEP 3. PREP ARING FOR THE HEARING. 

After the opposing party has been served with your Petition, you will receive an Order 

from the Family Court. This Order will state the place, date, and time of your hearing. Make 
sure you allow plenty of time to prepare for the hearing. These are some of the things you will 

need to do to prepare. 

Make sure you have requested all necessary witness subpoenas. You need to request these 

subpoenas at least 10 days before the hearing. Return to Step 3 for information on witness 
subpoenas. 

Make sure you have filed the Financial Statement Form with all the supporting 
documentation and the Proposed Parenting Plan Form (the Parenting Plan Packet is available at 

the Circuit Clerk's Office.) 
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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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IN THE FAMILY COURT OF ________________ COUNTY, WEST VIRGINIA

Civil Action No.  ____________

_____________________.
Respondent

_____________________

_____________________
_____________________, Address
Petitioner

________________
_____________________ Daytime phone

_____________________ and *
Address

_____________________.
________________ Respondent
Daytime phone

_____________________

_____________________
Address

________________
Daytime phone

PETITION FOR SUPPORT 
and  /  or

ALLOCATION OF CUSTODIAL RESPONSIBILITY

1.
a. The Petitioner is: ________________________________________.

(Print your name.)

b. The Petitioner currently resides in _____________________ County, West Virginia.

c. List the full names, dates of birth, and social security numbers for the children for whom
support and / or custodial responsibility is being requested.  In the rest of the Petition, “the
children” will always mean the children whose names you have listed here.
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Name   Date of Birth Social Security
Number

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

d. What is the Petitioner’s relationship to the children? ________________________________.

e. What is the Petitioner’s relationship to the Respondent(s) listed above? 

__________________________________________________________________________

f. What is the Children’s relationship to the Respondent(s) listed above? 

__________________________________________________________________________

g. The first Respondent listed above currently resides:

___    at an address unknown to the Petitioner.

___    in _____________________ County, West Virginia.

___    outside the state of West Virginia, where the last known address was ______________

          _____________________________________________________________________.

h. The second Respondent listed above currently resides:

___    at an address unknown to the Petitioner.

___    in _____________________ County, West Virginia.

___    outside the state of West Virginia, where the last known address was ______________

          _____________________________________________________________________.

i. The parents of the children last cohabited together in _____________________ County,

in the state of ___________________________, on the date of _______________________. 
___   Do not know.

j. Are the parents of the children currently expecting another child?  ___   Do not know.       
___  No   ___  Yes    If  “yes,”  what is the due date?  __________________

k. The children currently reside with:     ___  Mother, at this address: _____________________
______________________________________.     ___  Father, at this address: ___________
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_____________________________________________.   ___  The Petitioner, at this 
address: _____________________________________________________. ___  Someone 
else, whose name, relationship to the children, and address are: 

_______________________
__________________________________________________________________________.

l. During the last five years, if any of the children have lived at addresses other than the address
you just listed, list those other addresses below, and list the name and relationship to the
children of all adults other than the parents who lived at these addresses with the children. If
there is not enough room in the following space, use an additional sheet of paper.  I have
attached ____ additional sheet(s).

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

2. Check all of the following items that apply.

a. Has the Petitioner been a party or witness in any other proceeding, in any state, concerning
the allocation of custodial responsibility for the children?   ___ Yes   ___  No 

b. Is the Petitioner aware of any other proceeding, past or present, in any state, concerning
allocation of custodial responsibility for the children?   ___ Yes   ___  No

c. Is the Petitioner aware of any other person, other than the parties to this case, who has
physical custody of, or claims any custodial right concerning the children?

   ___ Yes   ___  No  

3. Check all of the following items that apply.

a. ___ The children have resided in West Virginia for at least 6 months preceding the filing of
this case, or from birth, if less than six months old.

b. ___ The Petitioner believes it is in the best interest of the children for a West Virginia court
to assume jurisdiction of this case, because one or both of the parents have a significant
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connection to West Virginia, and West Virginia is the location of a substantial number of
witnesses and / or other sources of evidence relating to the children’s current or future care
and personal relationships.

c. ___ The children are now present in West Virginia, and have been abandoned here.

d. ___ The children are now present in West Virginia, and the Petitioner believes it is necessary
for a West Virginia court to assume jurisdiction of this case on an emergency basis to protect
the children, because the children have been subjected to or threatened with mistreatment or
abuse, or have otherwise been neglected, or are depending on persons other than their
parents.

e. ___ The Petitioner believes no other state has jurisdiction over this case, and it would be in
the children’s best interest for a West Virginia court to assume jurisdiction.

f. ___ Another state has declined to assume jurisdiction over this case on the ground West
Virginia is the more appropriate place to decide matters relating to the allocation of custodial
responsibility, and for this reason, the Petitioner believes it would be in the children’s best
interest for a West Virginia court to assume jurisdiction.

4. Check all of the following items that apply.
a. ___ The county in which this case has been filed is the county in which the children currently

reside.

b. ___ The county in which this case has been filed is the county in which:  ___ the first
Respondent currently resides;  ___ the second Respondent currently resides.

c. ___ The county in which this case has been filed is the county in which the Petitioner
currently resides, and:  ___ the first Respondent is currently a nonresident of West Virginia;
___ the second Respondent is currently a nonresident of West Virginia.

5. Check all of the following items that apply.
a. ___ The Petitioner is 18 or older.   ___ The first Respondent is 18 or older.   ___ The second

Respondent is 18 or older.

b. ___ The Petitioner has not been declared legally incompetent.   ___ The first Respondent has
not been declared legally incompetent.   ___ The second Respondent has not been declared
legally incompetent.

c. ___ The Petitioner is not incarcerated. ___ The first Respondent is not incarcerated.      ___
The second Respondent is not incarcerated.

d. ___ The Petitioner is in need of support for the care and upbringing of the children.
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6.

Answer item a. ONLY if you are a parent of the children .

a. ___ Prior to the parents’ separation, both parents performed a reasonable share of the
caretaking and parenting functions for the children.  For this reason, the Petitioner believes it
is appropriate for the parents to continue to share the authority for making significant
decisions relating to the children’s care and upbringing.  The Petitioner also believes
custodial responsibility for the children should be allocated in proportion to the time each
parent spent in caretaking and parenting functions before the separation.

Answer item b. ONLY if you are NOT a parent of the children .
b. ___ The Petitioner performs the caretaking and parenting functions for the children.  For this

reason, the Petitioner believes it is appropriate for the Petitioner to have the authority for
making significant decisions relating to the children’s care and upbringing.  The Petitioner
also believes custodial responsibility for the children should be allocated to the Petitioner
alone.

Answer item c. ONLY if you are a parent of the children .
c. The other parent has: ___  abused, neglected, or abandoned one or more of the children;    

___  sexually assaulted or abused one or more of the children;   ___  engaged in acts of
domestic violence;   ___  repeatedly interfered with Petitioner’s access to, or contact with
one or more of the children;   ___ repeatedly made false reports or accusations of domestic
violence or child abuse;  ___ .   For these reasons, the Petitioner believes: ___  It is in the
children’s best interest that the authority for making significant decisions relating to the
children’s care and upbringing be allocated to the Petitioner alone.   ___ The court should
impose limits on the other parent’s custody of, and contact with the children.   ___ The other
parent should not be allocated any custodial responsibility, or permitted any contact with the
children unless the court specifically finds such custodial responsibility or contact will not
endanger the children, or the Petitioner.

Answer item d. ONLY if you are NOT a parent of the children .
d. The Mother has: ___  abused, neglected, or abandoned one or more of the children;            

___  sexually assaulted or abused one or more of the children;    ___  engaged in acts of
domestic violence;   ___  failed to support one or more of the children    For these reasons,
the Petitioner believes:  ___  It is in the children’s best interest that the authority for making
significant decisions relating to the children’s care and upbringing be allocated to the
Petitioner alone.   ___ The court should impose limits on the Mother’s custody of, and
contact with the children.   ___ The Mother should not be allocated any custodial
responsibility or permitted any contact with the children unless the court specifically finds
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such custodial responsibility or contact will not endanger the children, or the Petitioner.

Answer item e. ONLY if you, the Petitioner, are NOT a parent of the children .
e. The Father has: ___  abused, neglected, or abandoned one or more of the children;              

___  sexually assaulted or abused one or more of the children;   ___  engaged in acts of
domestic violence;   ___  failed to support one or more of the children .    For these reasons,
the Petitioner believes: ___  It is in the children’s best interest that the authority for making
significant decisions relating to the children’s care and upbringing be allocated to the
Petitioner alone.   ___ The court should impose limits on the Father’s custody of, and contact
with the children.   ___ The Father should not be allocated any custodial responsibility, or
permitted any contact with the children unless the court specifically finds such custodial
responsibility or contact will not endanger the children, or the Petitioner.

7. THEREFORE, based on the facts set out in this petition, the Petitioner requests the Court to
grant whatever relief the Court deems appropriate, and to grant the following particular relief:

a. ___ Order ____________________________________________________ to pay a
reasonable amount of money for the support of the children.  

b. ___ Prohibit __________________________________________________ from threatening,
harassing, annoying, or abusing the Petitioner or the children, or in any way interfering with
the Petitioner’s or children’s personal safety.  

c. ___ Order ___________________________________________________ to maintain health
insurance for the children, and to assist with the children’s health care expenses that are not
covered by insurance or by a government medical card. 

__________________________ ____________________
Petitioner’s Signature Date

You must sign the Verification on the next page before a Notary Public.

VERIFICATION

I, ____________________________, after making an oath or affirmation to tell the truth, say
that the facts I have stated in this Petition are true of my personal knowledge; and if I have set
forth matters upon information given to me by others, I believe that information to be true.

___________________________ ____________
Signature Date
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This Verification was sworn to or affirmed before me on the ____ day of __________________, 
20____.

_________________________
Notary Public /  Other official

My commission expires:______________________.











Family Court Parent Education Online Registration Code: 

Rule 37. Rules of Practice and Procedure for Family Court 
WV Code §48-9-104       Paid            Waived 

Name:  County:  Case No. 

Mailing Address: Phone No. 

Course Content  — The Administrative Office of The Supreme Court of Appeals of West Virginia has 
approved the online class, Children in Between–Online offered through The Center for Divorce 
Education, to satisfy the Parent Education requirement in the absence of in-person classes. The 
curriculum was designed to educate and instruct parents about the following topics: 

(1) how to prepare a parenting plan;

(2) mediation and other non-judicial methods available to assist parents in achieving
agreement on a parenting plan;

(3) the negative effects on children of divorce and family dissolution, and the ways in which
parents can lessen those negative effects;

(4) the negative effects on children of domestic abuse;

(5) resources available for dealing with domestic abuse.

Mandatory attendance — In proceedings involving minor children, the parents shall be required to 
complete parent education and shall file with the circuit clerk a certificate of completion. For good 
cause shown, parent education may be waived if the court places on the record a finding attendance is 
not necessary and states the specific reasons for the finding. In the absence of such a waiver, parent 
education shall be completed by both parents prior to any mediation or other non- judicial dispute 
resolution undertaken to achieve agreement on a parenting plan. If mediation or other non-judicial 
dispute resolution is not required, parent education shall be completed by both parents prior to the final 
hearing. If one or both parents have failed to timely complete parent education, the court may halt 
proceedings, and in such circumstances shall enter a scheduling order setting the next hearing for a 
date certain and requiring the parents to complete parent education prior to that hearing. For good 
cause shown the court may conduct proceedings despite the failure of one or both parents to timely 
complete parent education. 

Cost — $25 fee per class; paid to the Circuit Clerk in the county of your case. Contact your local 
Circuit Clerk office to learn the acceptable methods of payment. Retain a copy of the receipt. The 
cost of the class is waived if the participant files a Financial Affidavit & Application (fee waiver) and 
is approved. 

Website - https://www.divorce-education.com/west-virginia/

Attend a Class — Children in Between is offered online to provide convenience and ease for all 
participants with an in-person class option available to those requesting accommodation. In-person, 
classes may not be held in your county and will only be offered periodically as needed. 

If online attendance is not possible the Court Services Division of the Supreme Court of Appeals of 
West Virginia will assist you in registering for an in-person class. You may contact the office at 
304-558-6831 or Parent.Education@courtswv.gov

06/2020 
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