
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  

DIVORCE
PACKET
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NOTICE TO PERSONS SEEKING DIVORCE WITHOUT A LAWYER 
lerk 

You are absolutely entitled to represent yourself-to be your own lawyer-in a divorce. 
However, you must properly prepare pleadings according to the Rules of Civil Procedure. You 
will be expected to abide by the same Court rules as lawyers do. 

The Clerk and the Deputy Clerks are not lawyers and are prohibited by law from assisting 
you in preparing legal documents and from offering legal advice. Please do not ask them to 
practice law for you. They will, however, file the Petition you prepare, prepare and issue 8

summons, schedule dates and perfonn the other duties required of their office. 

Also, please do not call my .office to ask my staff or me personally. to assist you in 
preparing your fonns or to advise you on the merits of your case. I must hear and decide your 
case impartially, and I cannot be your family law attorney. 

Divorce is  a serious matter, often involving the lives of young children and involving 
substantial property rights. It is not a matter to be taken lightly. Make sure you understand the 
consequences of representing yourself and exactly what is involvC9 in the procedure to get a 
divorce before you attempt to undertake self-representation. 

Please understand that it is not my intention to keep anyone who is entitled to a divorce 
from getting one or to cause you undue trouble, but in taking my oath of office, I am bound to 
follow the applicable law, including statutes, case decisions, Court rules and procedures. 

In summary: 

1. You may represent yourself in a divorce.

2. Neither the Court Clerk nor the Judge nor the Judge's staff can advise you or
prepare papers for you. 

3. If, at the hearing, your papers are incomplete or incorrect, you will not be able to
proceed with the hearing. 

4. You are responsible for the consequences of representing yourself.

d�< 
GLEN R. STOTLER 
FAMILY COURT JUDGE 

































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





















































IN THE FAMILY/CIRCUIT COURT OF COUNTY, WEST VIRGINIA 
-----------~ 

INFORMATION REQUESTED BY DIVISION OF VITAL STATISTICS 

Civil Action Number: 

Petitioner's Full Name: 

Respondent's Full Name: 

[Pertaining to Divorces and Annulments] 
Chapter 16, Article 5, Section 34 of 
Code of West Virginia, as Amended 

------------------------------

Petitioner's and/or Respondent's Maiden Name: 
---------------------~ 

Petitioner's Date of Birth: I I Respondent's Date of Birth: I I 
-------

Place of Marriage: 
----------------

[COUNTY] [STATE] 

Date of Marriage: I I 
-------

Divorce: D Yes ID No 

Annulment: D Yes I D No 

Names of Children Under 18 Years of Age Date of Birth 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

[To be Completed by Clerk] 

SCA-FC-104: Information Requested by the Division of Vital Statistics 
Review Date: 06/2017; Revision Date: 06/10/2017; CD WVSCA Approved: 6/13/2017 
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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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