
PRO SE DIVORCE PACKET 
WITH CHILDREN 

COSTS: 
PACKET ................................ $10.00 ................................... DUE WHEN PACKET IS RECEIVED 
The following site offers free printable and fillable pdf. forms: 
http://www.courtswv.gov/lower-courts/divorce-forms/index-divorce-forms.htrnl 

FILING FEE ........................... $135.00............................... DUE AT TIME OF FILING 

SERVICE FEE 
BY SHERIFF ................ $25.00 ................................ DUE AT TIME OF FILING 

+ COPY FEE OF $1 PER PAGE 
OR 

BY CERTIFIED MAIL $20.00 ...... ...... ................... DUE AT TIME OF FILING 
+ COPY FEE OF $1 PER PAGE 

PARENTING CLASS ............... $25.00............................... CAN BE PAID AT TIME OF FILING. 
MUST BE PAID BEFORE CLASS DATE. 

RECEIPT FOR PAYMENT MUST ACCOMPANY YOU TO YOUR PARENTING CLASS. 

A CONVENIENCE FEE IS ALSO APPLIED IF PAYING BY CREDIT OR DEBIT CARD. 

• The respondent will have 20 days from the date of service to file their answer; a copy is sent by the 
respondent to the petitioner and the original is delivered to circuit clerk for filing. Upon receipt of this 
answer either party may contact Family Court to schedule a hearing date. It is that party's responsibility 
to provide a copy of the Notice of Hearing to the other party as well as the Circuit Clerk for the court file. 

• It is the responsibility of each parent to sign up for a parenting class by calling family court Classes are 
the fourth Monday of each month (excluding legal holidays) at 2:00 in the upstairs of the court house. lt 
is recommended that classes be completed before the first hearing date. 

• If you plan to hire an attorney these forms may not be necessary. To apply for Legal Aid services you may 

call 1-866-255-4370. The Circuit Clerk's office staff is, by law, not permitted to assist 
you with legal questions. 

FAMILY COURT: 
304-647-7406 
106 S. COURT STREET 
LEWISBURG, WV 24901 

CIRCUIT CLERK: 
304-772-3017 
PO BOX350 
UNION, WV 24983 



WEST VIRGINIA PETITIONER'S DIVORCE PACKET INSTRUCTIONS 

* LvlPORTANT INFORMATION * 

YOUR RIGHTS MAY BE BETTER PROTECTED 
WIIB THE HELP OF AN ATTORNEY. 

You can obtain a divorce without the assistance of an att9mey, but if minor children will 
be involved in your divorce, if you and your spouse own a home or business, or if you or your 
spouse have a pension or retirement plan, your custodv. prope11y. and support ricl1ts mav be 
better protected with the help of an attorney. 

The staffs of the Circuit Clerk's Office mid the Family Court are prohibited by law 
from providing legaJ advice. 

*** 

TIME DEADLINES 
In a divorce case, the parties ,must meet certain deadlines, such as filing papers and 

documents by a specific date. The failure to meet deadlines can result in the Court 
imposing penalties. If the other party meets the deadline and you do not meet the deadline, 
the Court can accept the information titat was filed by the other party. FAILURE TO 
·COMPLY WITH DEADLINES CAN HURT YOUR CASE! These Instr1.1ctions contain 
information on dead~ines. Re;u~ the instructions carefully, and pay attention to the 
deadlines. 

*** 
If you requil"e any special arrangements to fully participate in court proceedings; 

for exampJe, a language interpreter, bearing or visual aids, or acco~modations for phys(cal 
access, please notify the Circuit Clerk's Office by checking the appropriate box on the 
Petitioner's Civil Case Information Statement. 

*** 
INSTRUCTIONS FOR PETITIONER'S PACKET 

The Petitioner's Divorce Packet contains fomIS and instmctions you will need to 
represent yourself in your divorce case, without an attorney. As the person who starts the 
divorce case, you are the Petitioner. Y om spouse is the Respondent. The meanings of these 
terms and others are explained in the "Definitions of Legal Te1IDS11 at the end of these 
instructions. You should take a few minutes to read these definitions before you continue with 
these instructions. 

The fast pmt of your Petitioner's Packet contains the instmctions you are now reading. 
Tue forms follow the instructions. Please read these insh11ctions carefi.tlly. and please write 
clearly when you fill in the fonns. Tue fonns are very important to your case. If required forms 
are -not properly-completed and filed on time, your case may be harmed, or delayed. You will 
file all of your fonns and all other required documents in the Circuit Clerk's Office. Unless 
otherwise indicated, for every form and doclllllent you file, you will need an 01iginal that will be 
filed with the Circuit Clerk, a copy you will serve on the opposing pai1y, and a copy for yourself. 
If the BCSE is a patty, you will need a copy that will be seived on that agency. 

·SCA-FC-100: West Vi.r~nia Petitioner's Divorce Packet Instrnctious 
Reviewed: 05/2014; Revised: 05/2014; !F WVSCA Approved: 06/17/2014 

J;>age I of 15 



The forms in this packet require you to provide your name, address, and telephone 
number. If you believe your safety, liberty, or health, or the safety, liberty, or health of 
your: children w<>uld be put ~t risk_by the disclosure of this information, you must check the 
box in the Important Notice section of the Petitipner's Civil Case Information Statement 
AND you must file an affidavit to have the information withheld from all persons except 
court employees who 1·e,quire the information to carry out their duties. The affidavi~ you 
need to file is the Affidavit To Withhold Identifying Infonnation. This affidavit is not included 
in the Petitioner's Divorce Packet. If you need this af'.fidavit, you can obtain one at the Circuit' 
Clerk's .Office. You can file this affidavit in the Circuit Clerk's Office at the beginning of your 
case, or later, or you can ask the Court to enter an order allowing you to withhold the 
·infonnation. If your identifying infom1ation is withheld, the Respondent's com1 papers will be 
serveg throµg4 (he Cir~uit Clerk or Family Court., and ~ot directly on you. 

TO BEGIN, you must make certain you can file your divorce in West Vi.rninia. You can 
·file your divorce in West Virginia only if: 

1. You or your spouse have lived in West Virrrinia for at least one year before the divorce is 
filed. 

OR 

2. You now live in WestVirginia. and you and vour spouse were married in West Viritiuia. 

If you can file your divorce in W~st Virginia, and you want to use the forms in the 
Petitioner's Divorce Pa·cket to prepare your divorce, you 11.eed to begin by studying the following 
list of forµis included in the packet. The list contains ·the names of the forms, and important · 
infonnation about the forms and bow f4ey will be used in your case. The forms· on the list are 
divided into three groups; Fonns Required in All Divorces, FoinlS Required in Divorces 
fuvo~vii~g Minor Ch_ildren, ~d Other Forms You May Need. J.iead t_~e list of forms caref~y 
to determine the forms you need to complete. 

FORJ."18 REQUIRED IN: ALL DIVORCES. 
1. PETITION FOR DIVORCE: 

The Petitioner files this document to begin the divorce. The Petition for Divorce tells the 
CoUI1 the reasons a divorc~ should be granted, and it tells the Cotu1 how the Petitioner 
wants the Court to handle matters such as spousal support, allocation cif custodial 
respQnsibility for the children, child support, and the division of property. You will file 
an original and one copy of your Petition in the Circuit Clerk's Office. You will aiso 
want to keep a copy for your records. 

2. PETffiONER'S CIVIL CASE INFORl\!IATION STATEMENT -DOMESTIC 
RELATIONS CASES: 

This form gives the Court important information about the case and the pai1ies. When 
yon file your Petitjon in the Circuit Clerk's Office, yQu also 111ust file three copies ofa 
compieted Petitioner's Civil Case Information Statement. 
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3. FINANCIAL STATEMENT: 
You and the Respondent will use this form to list income, assets, ·and liabilities. Eacb of 
you ,vill complete one of these forms. In cases involving minor children and/or spousal 
support, each of you must file the additi9nal information discussed in Step 1. You !!!!!ll 
me·your completed Financial Statement with the Petition. Any additional 
information required to supplement your financial disclosure, or any updates or 
changes to your tfoancial statement, must be flied in the Circuit Clerk's Office as 
required by the s~heduling order of the court. If you do no( have a scheduling 
order, then ti1e additional information must be filed no later than 5 days before the 
first heai.·ing in .. your case. If one party fdes the financial information on time, and 
the other party does not, the Court can proceed ·with the financial information 
missing; can refuse ~o grant requested relief to the party who didn't file the 
information~ and can base a decision solely on the information that was filed on 
time. 

4. VITAL STATISTICS FORM: 

This fo1m is used to update the state's vital statistics records on births, deaths, marriages, 
an~ djvorces. You must file qijs f9rm with your Peti!ion For Diyorce. 

FORMS REQUIRED IN: DIVORCES INVOLVING MINOR CHILDREN 
OR SPOUSAL SUPPORT. 

i. APPLICATION FOR CHILD SUPPORT AND INCOME \VITimOLDING 
SERVICES FROM TIIE BUREAU FOR CHILD SUPPORT ENFORCEMENT: 
If minor children are involved in the divorce, or spousal support is being requested by 

either party,youmust compl~te this form, and file it.in the Circuit Clerk~s Office when 
you file your Petition. The Respondent also must complete this form, and file it in the 
Circuit Clerk's Office with the Answer to Divorce Petition. 

2. PROPOSED PARENTING PLAN: 
If minor childien are ii1volved iii the di-voice, you and the other parent must attempt to 
agree on a Jqint Proposed Parenting Plan, unless your or your children's safety and well­
being would be put at risk A Joint Proposed Parenting Plan.tells the 'Court in detail how 
the parents think the responsibilities for raising the children should be shared after the 
divqrce. If you and the otper parent cannot agree on a Joint Parenting Plan, each of you 
must file Individual Proposed Parenting Plans. In either event, Joint or Individual 
Plans should be filed prior to the first bearing/conference in ihe case. 'If one party 
files an Individual Plan on time, and the other party does not. the Court can rely 
solely on the plan that was filed on time. The Parenting Plan Instmctions 
accompanying the Parenting Plan forms explain Parenting Plans in detail. · 

3. PAREl\1T EDUCATION NOTICE: 
This notice explains that each,parent must pay a $25 Parent Education Fee, unless fees 
have been waived, and must complete a Parent Education Class conducted by specially 
train:ed persons approved by the Courts. 
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OTHER FORMS YOU l\1AY NEED. 

1. ACCEPTANCE OF SERVICE: 
This fom1 is used if the Respondent voluntarily accepts the divorce papers, or picks them 
up in the Circuit Clerk's Office. 

2. AFFIDAVIT OF NON-RESIDENCY OR UNKNOWN RESIDENCY: 

You will use this form if the Respondent cannot be served in West Virginia because the 
address is not known, 2! if the Respondent lives out of state. You must sign this form in 
front of a Notary Public or Depu,ty Circuit Clerk. 

3. SERVICEMEMBERS CIVIL RELIEF ACT WAIVER: 
The Servicemembers Civil Relief Act pen.nits persons se1ving in the anned forces to 
delay comt cases. A party serviµg in the anned forces ~vho signs this form agrees to 
allow the divorce to proceed despite the Se1vicemembers Civil Relief Act. 

4. DIVORCE AJ.~S\VER PACKET: 

This packet contains the fonns and instmctions the Respondent needs to handle the 
divorce without an attorney. 

Now that you've reviewed the list of forms, you next need to determine the correct 
forms for your case, _?nd the d,eadlines ~or serving and filing those forms. T4~_se things are 
ex~lained in Step 1. 

STEP 1. WHAT ARE THE CORRECT FORMS FOR YOUR CASE? 
,VIIAT ARE THE DEADLINES FOR FILING THE FORl\lIS? 

A. EVERYONE who files a divorce case MUST complete mid file the following forn'ls: 

Petition for Divorce - Deadline: There is no deadline for filing the Petition, but when the 
Petition is filed, t}le Court's clock starts. 

Petitioner's Civil Case Information Statement - Denclline: Must be filed with the Petition. 

Vital Statistics Form - Deadline: Must be filed with the Petition. 

Financial Statement - Deadline: Must be filed with the Petition and served on the other 
party, 01; parties, and filed in t~e Ci.t·cl~t Clerk's Office. AND, in_cases invol.v:ing mi~or 
children, and/or spousal supp01t, the Financial Statement must be accompanied by the 
additional infonnation explained in items B and C inunediately below. 

B. Ifl\11NOR CHILDREN are involved in the divorce, IN ADDITION to the forms in 
Group 1, you MUST also complete ancl me the following forms: 

Application for Child Support Enforcement ancl Income \Vithholding Senices -
Deadline: Must be filed with the Petition. 

Proposed Parenting Plan - Deadline: Before the first hearing. 

AND 

You l\tIUST also file the following information with your Financial Statement: 

I. A copy of your 3 most recent wage or salary stubs sliowing gross pay, deductions for 
taxes and other items, and net pay for a normal pay period, and for the year-to-date; 
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2. Copies of your and you~ spouse's complete inc_ome tax returns for the two years 
i.mmediately preceding the date the Petition was filed, together with copies of the federal 
Form y./-2 f9r those years; and a copy of ttle Form w.:.2 f<;>r the most recent ye~ for 
which that form is available, even if a tax return bas not yet been filed for that year; 

3. For self-employed persons @d business owners, a copy of a current financial statement 
showing gross income, expenses, and net income; 

4. Copies of any invoices or receipts showing the cost of any extraordinary medical expenses 
for the party or the children, any child care expenses, and any expenses necessitated ~y 
the special needs of the children. 

AND 
You :MUST also complete a Parent Education Ciass. Deadlines: Youmust pay the 
Parent Education Fee when you file your Petition, unless your fees have been-waived. 
You should attempt to complete ,a Parent Educat~on Clas_s before your first hearing. If 
you do not, your case may be delayed. 

C. If you are reqi1esting SPOUSAL SUPPORT, (alimony), IN ADDl110N to the Group 1 
forms, vou MUST also complete and file: 

. . 

Application for Child Support Enforcement and Income Withholding Services -
Deadline: Must be filed with the Petition. · · 

AND 

You MUST file \vilH your Financial Statement tbe additional-information iisted in 
items B. 1 - 4 immediately above. 

D. If you sen•e the Respondent by PUBLICATION, IN ADDITiON to the required Group 
1, 2, and 3 forms, you ALSO must coniplete and file an Affida'\-it of Non-residency. 

Now that you've detennined the forms required for your divorce, go to 'Step 2 to learn 
about how fo fill out the Petition form, and other required fonns. · 

STEP 2. HOW TO FILL OUT THE PETITION AND OTHER FORIVIS. 

Before you begin, you may want to make several copies of each blank form. You can use 
the copies to.practice on, and you'll have extra blankfonns if you niake an e1rnr completing a 
fonn, 

Filling out the Petition form is a matter of checking the right boxes, and filling in blanks. 
TI1e fo1m is self-explanatory, but make certain you read everything carefully, and fl.illy 
understand what you're doing when you check a box or fill in a blank. Items 20, 21, 22, and 23 
on the Petition concem tlie grounds for divorce. Read the last section in this step for information 
about the grounds for divorce. Complete the Petition forui doWn to the Verification. Don't 
complete and sign the Verification until you are before a Notary Public. Deputy Circuit Clerks 
can also notarize your.Verification. ' 

Next, take a look at the other forms you must fill out. If necessary, retum to Step I and 
review the list of forms to make certain you fill out all of the required forms. Some forms have a 
set of instmctions accompanying them;_ the Parenting Plan, for example. Other forms have 
instructions built i~1to the form. Read -the instructions and fomis carefully, and make certain you 
understand ,vhat you're doing when you check a box or fill in a blank. 
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GROIB\'DSFORDIVORCE 

The Divorce Petition form incluq,ed in this packet lists three collllllon groupds for 
divorce. The most common ground is Irreconcilable Differences. This ground is Item 20 in the 
Divorce Petition. Item 20 does not require a check mark In other words, when you file the 
form, Petition for Divorce, you.are automatically claiming Irreconcilable I>ifferences as a 
ground, unless you cross it out. The other two grounds listed in the form Petition, Items 21 and 
22, must be checked to be claimed as grounds. The grounds of lITeconcilable Differences and 
One Year Separation are briefly explained in the next two paragraphs. 

Irreconcilable Differences 
To obtain a divorce on the ground of irreconcilable Differences: 

I. The Divorce Petition must claim Irreconcilable Differences as a ground. Irreconcilable 
Differences is automatically claimed by filing the form, Petition for Divorce, included 
with the Petitioner's Divorce Packet. 

2. The Respondent must file an Answer To Divorce Petition, and the.Answer must admit 
Irreconcilable Differences. 

3. At least one of the parties to the divorce, you or the Respondent, must attend the final 
hearing. 

One Year Separation 

To obtain a divorce on the grolllld of One Year Separation: 

I. You must check Item 21 on: the Divorce Petition. 

2. At least one witness must testify to the I year sep~tion. (Neither you, nor the 
Respondent, count as this one witness.) 

3. At least one of the parties to the divorce, yoti or the Respondent, must attend the final 
hearing. 

After you've filled out th~ correct forms, the next step is to determine the county in 
,vhich you .need to file your forms. Step 3 explains this, and also provides information 
about the fi~ng fee, and other fees an~ court costs. 

STEP 3. F1LE YOUR FORMS IN THE J>~OPER COUNTY. 
FEES AND COURT COSTS. 

After you have completed the correct forms, you'il begin your divorce case by filing 
the forms in the Circuit aerk's Office in the proper county. Here's hmv fo determine the 
county ~n which to me your ~ivorce. 

If the Respondent lives in \Vest Virginia: 

I. Yon can file in the ,county in which the Respondent lives. 
OR 

' 
2. You can file in the county in which you and the Respondent last lived together. 

If the Resp<>~de11t's ad<!ress is UJ!known, or the Responde~t lives out of state: 

1. You ·can file in the county in which you now live. 
OR 

2. You can file in the countv in which you and the Respondent last lived together. 
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After you have det~rmined'_tlie county in·wbich you will file, take your completed forms 
:to' the Circuit Cletk1s·office in fruit couniy and give them to ·a Deputy Clerkfor filing. 

Important Note. the law prohibits the Circuit Clerk and Deputy Clerks from_providing 
legal advice. 1his ineails they cannot assist ,you in completing your forms, or "check" your 
forms. to _!le_e if.yo~1•v~ ~om.pl~t~d thei;n cqqectJy. 

Fees and Court Costs. 

The iaw-reqirires a p!;!rson filing a court case to pay a filing fee, and certain other fees_ and. 
costs\vhich are used to help.pay the cost of.operating the court system. These fees and costs are 
notrefimdable ifyou·change your niind about your divorce. R~ad th~ foll.o~ng ipform,~tip~ t<;> 
learn more about the fees and costs you. will have to pay, :and to learn what to do if you cannot 
afford to pay these .fees and costs. 

The following fees are due at the time you file your divorce. 

* Fee for filiiig Divorce Petition- $135. 
* Fee if yow Petition is s_erved on-~e Respondent by the Sheriffs Departnient - $25. 
* 1'.ee if)'.'our Pe!ition is served on tlie Re~pondent by certified mailirestricted delivery- $20. 

If yoq_canµot afford to pay these fees and, co~lft cosf:5, you ,should ask a l)ep1~ty Circµit­
Clerk fot an affidavit to waive fees and court costs. You can fill out the affidavit in the Clerk's 
·9fijce. · ThJ affidavit requires you 'tq list ·SO~ne basic #iformation about yotir financial situation. 
'with supporting ~ocipnentation. A Deputy Clerk.will revie':V'. your cpmpleted. affi_davit, and tell 
you if yciu meet the legal requirements to ,have 'your. fees and costs waived. If you meet these 
requirements; you will not have to pay fees and cosis. if you don't meet these requirements, you 
-must.pay fees and_ costs, .but you can ask the Court to review your affidavit later, TI1e Court will 
review your request for :waiver of fees at,a l~tet hearing and will determine your eligibility even1 
if the clerk has approved your waiver. Criininal charges caµ be filed aga~t y9u if you prc",jde 
false infonnation ·on this affidavit. 

After your divor.;e _has been fii,eci, the ne~ step is having the ~ivorce papers served 
on•·the Respondent. .Tolearn how·this is done, go to Step 4. ··· 

STEP 4. HOW to HA VE DIVORCE PAPERS SERVED ON tlIE 
RESPONDENT. 

JJe(ore any type of hearing, excep~ a~ emerge.,cy hea_r~ng, can be hel~ m your case, 
the Respondent must be served with a Summons, a copy of your Petition, and the other 
docum~Iits yqu .filed with it. The SWillllons, your Petitiofi, and the documents you ~led ,villi it 
are sometime~ referred to as "the divorce papers/ or '~the papers:" The serving of court papers is 
.called "service of proce~s," or just "service." It is your responsibility to arrange for' the 
·Respondent to ·b~ prop~rly served' wit~ Jhe divorce papers. The following paragraphs 
describe the methods by which the divorce papers can be served. Read this information 
carefuily. 'ii the Respondent is n~~ properly served. your case will not go f ~rward. 

PERSONAL SERVICE BY THE S:ij:ERIFF'~ DEP AR.TMENJ'. The divorce papers_ are 
delivered to. the ·Respondent by the Sheriff's Department. This type of seryice is arranged 

' tlirough the Circuit Clerk's Office. Yoii pay the fee of $25, and provide precise directions'to·the 
R~spondent's residence or.place of work. Toe better your directions, the more likely the 
Sheriff'.sDepartinent.is to find the Respondent. The Respondent has 20 days from-the date the 
divorce papers are delivered to serve yon with an Answer: . . 
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ACCEPTA.t~CE OF SERVICE. To use this method of service. you must have the Respondent 
sign an Acceptance of Seivice foim before a Notary Public when you.give the Respondent the 
cijvorce papers; and you must promptly file that form in the Circuit Clerk's Oftjce. From the 
date the form is signed, the Respondent -has 20 days to serve you with an Answer. 

PERSONAL SERVICE BY PRIY ATE PROCESS SERVER The law pennits persons other 
'than members of the Sheriffs Departlilentfo deliver the divorce papers to the Respondent, but, 
se1vice 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 se1vice to be valid, the person who seives the papers must 
complete an affidavit which states when and where the papers ,~ere served, nnd this affidavit 
must be filed m the Circuit Clerk's Office. Tue Respondent has 20 days from the date the 
divorce pap~rs are delivered to sei:ve you with an Answer. 

SERVICE BY CERTIFIED l\1AiL. This type of service is arranged through the Circuit 
Clerk's Office. Yon pay a fee of $20 to the Circuit Clerk. The Circuit Clerk's Office mails the 
divorce papers to the Respondent by certified mail, with restricted delive1y and return receipt 
requested. If the mailing is accepted, the Clerk's Office will receive the retumreceipt postcard 
with the signature of the person who accepted the mailing. If the mailing is returned 
,tµ1delivered, or if a p~rson other tlIBQ the Respondent accepts the mail,i.I,lg and signs the receipt, 
you don't have good service. and your case wiiI not go fonvard. The Respondent has 20 days 
from the date the divorce papers were delivered to seive you with an Answer. 

SERVICE BY PUBLICATION. In this type of seIVice, a legal notice of your Divorce Petition 
is published in a newspaper in the cow1fy in which you filed your divorce. Ser-vice bv 
Publication can be used in onlv fivo sihrntions. 

1. Tue Respondent's location/address is unknown. 
OR 

2. The Respondent lives out of state. and will not si!!ll the Rehun Receipt for Seivice by 
Certified Mail. 

BUT, even if one of these situations applies to your case, you should know that; if you· 
us~ Service by Pu~lication, the Court's ability to award child suppo_rt and/or spousal 
support will be limited. 

AND, even if-one of these situations applies to your case, DO NOT use S_ervice by 
Publication if the only ground you claim for divorce is irreconcilable differences. 

To attempt Service by Publication, follow these steps. 

I. Complete the Affidavit of Non-Residency or Unknown Residency fmm, and take it to the 
Circuit Clerk's Office. 

2. A Deputy Clerk will fill out an Order of Publication. 

3. Inunediately take the Order of Publication to a newspaper in the cmmty in which you filed 
your divorce if the Respondent's location is unlmown. If the Respondent lives out-of-state 
and will not sign the Return for Seivice by Certified Mail, then take the Order of Publication 
to a newspaper in the county of the last known address of the Respondent. You will be 
required to pay the newspaper for the publication cost, unless your fees and costs have been 
waived. The Notice will be published once a week for two weeks in a row. If fees and costs 
have been waived, the Circuit Clerk will send your Order of Publication to the proper 
newspaper for publication. 
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4. After the Notice of Divorce has been published twice, the newspaper will complete an 
Affidavit of'Ptiblicatioil to confinn the publication has taken place. In some cowities, the 
newspaper_~!ails this Affidavit to the Circuit Clerk's Office. Iµ some conn.ties, the 
newspaper mails this Affidavit to the Petitioner. If the newspaper mails you the Affidavit, 
you must immediately file it in the Circuit-Clerk's Office. Without the Affidavit of 
Publi~~tion in your file, you have no proof of service, aµd your divorce will ~ot go forward: 
A copy of the Notice of Divorce from the newspaper is not good proof of service. 

5. The Respondent has 30 days from the date of the Notice's first publication to Answer. 

Now that you've gotten your case underway by having the Respondent served with 
the divorce papers, move on to Step 5 to learn about the Respondent's Answer to your 
Divorce Petition. 

STEP 5. THE RESPONDENT'S ANSWER. 
The Answer is the Respondent's written reply to your Petition. As you iearned in Step 4, 

the Respondent will have 20 or 30 days to serve you with an Answer, depending on the method 
by which the divorce papers were served. 

If the Respondent doesn't have a lawyer, he or she should obtain a Divorce Answer 
Packet from a Circuit Clerk's Office, or you can get one and pass it along. These fonns are also 
available online at www.courtswv.gov. 

Important rewnder about the Respondent's answer and "no-fault'' divorces. 

To obtain a "no-fault" divorce on the ground of irreconcilable differences, the 
Respondent must file fill Answer admitting irreconcilable differences, aild certain other 
requirements must be met. Return to Step I for more infonnation about the requirements for 
obt~ining a "n9-f~,tlt" divorce. 

Next, proceed to Step 6, and learn bow the hearings and conferences in your case 
will be conducted. 

STEP 6. CONFERENCES & HEARINGS: WHAT TO EXPECT. 
In Step 6, we'll discuss how the conferences and hearings in your case will.be conducted. 

In Step 7, y~u'll leam what you ~eed to do to prepare for your first conference or ~earing. 
Conferences are conducted by the Family Court's Case Coordinator or the' Family Court Judge. 
Hearings are conducted by the Family Court Judge. Conferences and hearings are set by the 
family court office. 

In Family Court, all hearings and conferences are set by Schedulii1g Orders. It is very 
important that you attend all hearings, show up on time, and come prepared. You risk 
.hurting your case if you fail to attend hearings, show up late, or come wiprepared. Find out 
where the hearings will be held and allow plenty of time to get there on time. 

If you receive a Scheduling Order notifying you of a hearing or conference, and you will 
not be able to attend, you must send the Family Court a written request to reschedule. This is 
called a Motion for Continuance. You must state the reason you cannot attend the originally 
scheduled hearing. The Family Court must receive your motion to continue not less than 7 
business days before tµ.e date of the hearing you want rescheduled, and yon must serve this 
motion on: the Respondent. 
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Family Court hearings are not open to the public. Only the patties, attorneys for parties, 
and witnesses are allowed to attend hearings. All hearings are recorded with video and audio 
equipment. Evecyo~e v,:ho testifies must swear or affim1 to tell the trnth. Everyone is expected 
to behave in a comteous and dignified manner. Courts will not tolerate improper conduct. The 
Rttles of Cotut prohibit photographs, videotaping, and sound recording in the courtroom, and in 
all public areas associated with the cmµtroom. 

Some Fainily Court Judges question the parties and their witnesses. Others want the 
attorneys and the self-represented paities to present evidence and question witnesses. If you are 
representing yourself, you will be expected to presetit your evidence and question witnesses. 
Ask a member of the Family Court staff how the judge will conduct your hearing. 

Not all hearings produce an immediate decision. Sometin1es, the issues in dispute just 
aren't ready for a decision. For instance, the judge may decide more evidence is needed on an 
issue. Sometimes, the judge will want to think thµigs over before m~g a decision. 
Sometimes, the judge will announce a decision at the conclusion of a hearing. Whatever the 
circumstances, once made, all decisions are written down in the form of Orders, and filed in the 
Circuit Clerk's Office. If there's an attorney in the case, t4e Family Court Judge may ask the 
attorney to draft an Order which will be sent to the judge and the other party for review. If 
neither patty has an attorney, the Family Court Judge will prepare the Orders. 

Now that you've learned some things about the way hearings are conducted, move 
to Step 7, and learn what you need to do to prepare for the first hearing or conference in 
your case. 

STEP 7. PREP ARING FOR THE FIRST HEARING OR CONFERENCE. 
In Step 7, we'll discuss what wili happen at the first hearing or conference in your case, 

arid what you need to do to prepare. To begin, review the following list of important reminders 
of things that must be done before the first hearina or conference. 

THINGS YOU NEED TO DO BEFORE THE FIRST HEARING OR CONFERENCE. 

Parent Education: If minor children are involved in the divorce, both parents must complete an 
approved Parent Education Class, and file a Class Completion Certificate in the Circuit Clerk's 
Office. You need to schedule ai1d attempt to complete a Parent Education Class before the first 
conference/hearing. If you do not, your case may be delayed. 

Proposed Parenting Plan: If minor children are involved in the divorce, before the first 
hearing/conference, you and the other parent need to file a Joint Proposed Parenting Plan 
together, .m: each of you need to file Individual Proposed Parenting Plans. 

Witness Subpoenas: If you think you will need witnesses to testify at a heai·ing, you need to 
make certain those witnesses will attend. If you are not certain a witness will show up, you need 
to obtain a subpoena. To arrange for a subpoena, go to the Circuit Clerk's Office. You should 
do this at least 10 days before the hearing. To obtain witness subpoenas, you need to provide the 
Deputy Clerk with the names and addresses of the witnesses, and pay a Clerk's Fee of .50 cents 
per subpoena, and a service fee of $25 per subpoena, unless your fees have been waived. 
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TilE FIRST CONFERENCE OR.HEARING: WHAT TO EXPECT. 

If a party makes a :wriJte~ motion, for temporary relief, the first hearing 11¥lY be a hearing 
on temporary relief. Temporary relief hearings deal with matters such as allocation of custodial, 
responsibility, alloca.tio1,1 o_f time ~ent with the children, child support, medical support, spousal 
s1,ipport, and possession of the marital residence_ 

The first conference or hearing will be heid after th~ Respondent has been seived wiih 
your Petition, and the time for the Respondent to seive you with an Ailsiver has ended. 

This first hearing is called a case management conference/hearing. You w~i receive a 
Scheduling Order telling you the date; time, 'and_place, and whether· the 'proceeding will be a 
conference con~ucted ~y the Case Coordinator,. or a h~aring conducted by the Family Court 
Judge .. The Sched11ling Order will tell you if.you ne~d to complet~ and fil~ any aqditional forms, 
·file:auy additional information, or take care ofliily other matters before you come to the hearing.· 

One of the purposes of the case management conference/hearing is to detennine what 
issues are disputecl iii your case, and how many hearings and how much t~e your case will 
r~quire_ If yollf case ha~ no disp1it~d issµes, t!!~ first bearm,.g may t~ !he .only 4earing necess_ary; 

. ·.~d:the Court.may suggest making the first hearing the final •hearing. This can,oiily be done i£ 
there is a gcidd reason to do it, all necessary papers have beeµ file{ and you and the Respondent 
asree to it. 

.Jn cases1inv()l\ring minor children, th~-most important subject dis_cusseq_at the first 
confeteiice/h~aniig will be the developiiient of a Parenting Plan .. Read the'Parenting.Plail 
Instructions fo learg the things you need to know about P~e~ting Pl.ans. 

HO\VTO'PREPARE FOR HEARINGS. 

As the-Petitioner, you will be required to prove the·grounds for divorce you claimed iii, 
yo~ Petition.. Tµe other issues that will be the subject of hearings· in your case depend.on th~ 
-nature of your case and the particular issues in dispute between ycm and the Respondent. Issues 
frequently in dispute fu. divorce cases include, but are not limited to, allocation bf custodial 
responsibility, child support, division anc{possession ofm~tal pr9peity, spousalsupport, and 
the, division of marital assets and debts. To prepare for a hearing, the first thing you need to do is 
-m~e sure you '\-lll<:Jerstan_~ wh~t issues will lle addresseq.aUl~t he~g_ Toe second t~g you 
need to do is decide' how you CaJ!. prove your case on these 'issues. You cau prove your case by 
your testimony,, by documents, or by the testimony of witnesses. The Respondent will be .given 
the saµi,e opporh~ties to te~tify and pres~nt evidence. Mak~ ~ p~an for how :you will present 
your case_ It's.best to write things. down. List the things ymi want to prove, and for each thing 
yoii want to prove, list how you will prove it; by .witness testimony, or a document, for example. 

As you have learned, in some cases the first hearing may be the only heanng necessary_ 
In either cases, a nuinber of hearings may be required before the· case reaches a fµial h:earing: 
W]i_at happens a1'er the ~~ herujng is ~scussed in Step ~-
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STEP 8. WHAT HAPPENS A,FTER THE FINAL HEARING? 
Tue final hearing will result in a Final Order concluding the case and settling all issues in 

dispute. Both parties will receive copies of the Final Order. You are NOT legally divorced 
until a Final Order bas been signecl by the Family Court Judge! 

Any prufy ni.ay file a Motion for Reconsideration of a Filial Order for one of the five 
types of reasons specified in Chapter 51, Article 2A, Sectiqn 10 of the West Vi,rginia Code. A 
Motion for Reconsideration can be filed only for one of these reasons. A Motion for 
Reconsideration is made to the Family Court, and must be filed with the Circuit Clerk within a 
reasonable time after the Final Order was entered, or wi~hin one year, depending on the reaso~ 
for which the motion is filed. 

Any party may appeal a Final Order of Family Comt to the Circuit Comt. An appeal. to 
the Circuit Cotut is made by filing a Petition for Appeal from Fcµnily Court Final Order with the 
Circuit Clerk. A Petition for Appeal must be filed with.in 30 days after the date the Final Order 
was entered. Tue Circuit Court may refuse to coµsider a Petition fqr App~al. The other parties 
have a right to file a Reply to a Petition for Appeal, and file a Cross Petition; and the party filing 
the Petition for Appeal has a right to file a Reply to a Cross Petition. If the Circuit Court does · 
not rule on the petition within the time required, all parties will receive a-notice the appeal will 
be automatically transferred to the West V~ginia Supreme Com1 of ,A.pp_eals unless all parties 
file written objections to the transfer. If an appeal is transfen-ea to the Supreme Court, the 
parties are not required to file any additional papers . 

. If the Circuit Court refuses to consider a Petition for Appeal, or if a party disagrees wtth 
the Circuit Coui.1's ruling on a Petition for Appeal, an appeal niay be made to the Supreme Court 
of Appeals. 

Under some circuri1Stances, a Final Order of Frunily Court niay be appealed directly fo 
the Supreme Court of Appeals. This Qiay be done if all parties, together or separately, file a 
Notice of Intent to Appeal Family Court Final Order and Waiver of Right to Appeal to Circuit. 
Court. Filing this Notice.requires a waiver of the right to file a Petition for Appeal to the Circuit 
Court. Tue Notice must be filed within 14 days after the date the Final Order was entered. 

A party filing an appeal to the Circuit Court or Supreme Court may make a Motion for a 
Stay. A Motion for a Stay asks that the tenns of a Final Order not be carried out until the appeal 
has been resolved. A Motion for a Stay is made in the Family Court. If the Family Court denies 
the motion, the motion ·may be made in ·the Circuit Court. Tue payment of spo~al support and 
child suppo11 cannot be stayed The payment of past due child support may be stayed. 

Fonns and i.nstru~tions for appeais to the Circuit Court and S1mreme Court are available 
in Frunily Court and· Circuit Clerk offices. These forms are also available onli.ne at 
-www.courts,w.gov. 
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DEFINITIONSOFLEGALTER1'1S 
Affidavit 

A written statement of facts sworn to before a Notary Public. 

Alimony 
Money paid by a divorced person for the support of the ex-spouse. Alimony is ilow called 
"spousal support." Alimony is not the same as child support. 

Allocati~n o( C~1stodial ~espons~bility 

TI1e allocation of custodial responsibility determines how the parents will share custody of the 
children after the divorce. Fonnerly referred to as "child custody." 

Answer 

The Respondent's written response to the Petition for Divo,rce. 

Application For Child Support Enforcement And Income \Vithholding Services 

In cases involving minor children, both parents must fill out this form to request or decline child 
support enforcement and income withholding se1vices from the Bureau For Child Support 
Enforcement. 

Bureau For Child Support Enforcement (BCSE) 

Tue state agency that enforces parents' child support obligations and helps collect child suppoli 
payments. 

Case Coordinator 

The Family Court staff person who keeps track of cases, and holds conferences with the parties. 

Child Suppor_t 

The money paid by a divorced parent to help pay the expenses of raising the children. The 
Family Court Judge sets the amount of support by using West Virginia1s child suppo11 formula. 

Circuit Clerk 

Tue court official who keeps all court files and docwnents. All papers filed in a court case are 
filed in the Circuit Clerk's Office. Most setvic_e of process is arranged through the Circuit 
Clerk's Office. 

Circuit Court 

TI1e cowt o{ geµeral jurisdiction for a comity, or for several counties groupe9 tog~ther as a 
circuit. 

Divorce 

The tenni.iiation of a marriage by a Court based on proof provided by the pai1ies. 

Family Court 

The Court that handles divorces, paternity cases, and other types of faniily cases. 

Fin_ancial Statements 

Forms that provide the Court wHh financial information about the in~ome, assets, and ljabilities 
of the parties. 
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Grounds 
The reasons for a divorce. Two common grounds for divorce in West Virginia are irreconcilable 
differences and one year separation. 

Irreconcilable Differences 
One of the grounds for a divorce. -Irreconcilable ~erences ~neans·the parties cannot get along 
with each other, and doti' t think they ever will. 

Media~on 
A way of settling Parenting Plan disagreements. A neutral third party, the Mediator, helps the 
parties agree on a Parenting Plan. 

Mediator 

A person trained to help persons settle disagreements. 

Not:u-y Public 
An individual ce11ified to witness and authenticate the signing of legal documents. 

Order 
A written docmne~( recording a Court decision. 

Parent Education Class 

A class designed to help divorcing parents understand the negative effects of divorce and child 
custody disputes on children, and to teach parents ways to lessen those negative effects. Parent 
Education Classes are taught by specially trained ~erso~s approved by the Courts. 

Parenting Plan 

A document which states in detail how divorcing patents will share the responsibilities for 
raising their children a_fter t¼e parents no longer live together. 

Party 

In a divorce, the Petitioner is one pruty, and the Respondentis the other party. 

Pe~tion for Divorce 
The Petition for Divorce is filed by the party who begins the divorce case, the Petitioner. The 
Petition states the grounds for divorce, and states what actions the Petitioner wants the Court to 
take on matters such as the allocation of custodial responsibility for children, child support, 
sp_9usal supp on, an~ the division of marital property. 

Petitioner 
The person who begins the divorce by filing a Petition for Divorce. 

Petitioner's Civil Case Information Sta~ement 
A .form filed in the Circuit Clerk's Office by the Petitioner at the beginning of the case to provide 
the Court with infom1ation about the case. It is filed with the Petition For Divorce. 

Premediati.on Screelllllg 
In divorce cases involving minor children, a process in.which a trained Preme~ation Screener 
meets separately with both pruties to determine if a Mediator can help the parties agree on a Joint 
Parenting Plan. 
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Reiief 
What a party to a comt case requests from the Court. For example, spousal support would be 
one type of relief a 'party might request. · 

Respond~nt 
The person c:,11 the othei- side of the divo~ce case from the Petitioner. 

Respondent's· Civil Case Information Statement 

A form filed in the Circuit Clerk's Office by the Respondent to provide the Court with 
.infonnation about tlie ca~e. It is fi_led with the Answer To Divorce PeJition_. 

·Self-Represented Party 
A person who acts as her/his own attorney in a court case. Persons who represent themselves are 
-also_ referred to aspro se li_tigants, p_rnnmmced ''pro say." 

Separation 
In divorce c_ases, a situation in which Petitioner and Respo.p_dent live in separate households and 
-no longer have marital relations. 

Service 

The delivery, by autho~ed methods, of a court .document. 

Servic~members .Civ.il R~lief Act Waiver 
This form waives the federal protection to active duty Se1vicemembers under the 
Servicemembers Civil Relief Act found at 50 U.S.C. App.§ 501 et seq. 

Shared Parenting 
The sharing by divorced parents of their responsibilities· for raising their children. 

Spousal Support 
Money paid by a divorced person to_ the ex-spouse. Formerly called "alimony." 

Spouse 

A teriil used to mean aii individt.ial wlio is legally married; i.e.: the Petitioner or Responoent m·a 
divorce action. 

su·mmons 

The court document that notifies the Respondent of the filing of the Petitioner's case, and states 
the amount Qf time the Respondent has to serve an Answer. 

The End 
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IN THE FAl~llLY COURT OF . COUI\rrY, WEST VIRGTh1IA 

INRE: Chi.I Action No. 
The Marr~nge / Children Of: (Completed by Circuit Clerk's Office.) 

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

PETITION FOR l)IVORCE 

I, , the ,Petitioner, upon oath, state that the following facts ----------------= 
and allegations are trne to the best of my personal knowledge and, belief; and ifl have provided infonnation 

given to me by others, I believe that information to be true. 

Check the boxes a11f! fill in the blanks for all items that applv to your case. 

D YES D NO Are you cmTently a party to a domestic violence proceeding? 

1. D Petitioner has been a resident of West Virginia for more than one year prior to filing this divorce case. 

D Respondent has been a resident of West Virginia for more than one·year prior to the filing of this 
divorce case. 

D Petitioner and Respondent were m.anied in West Virginia, arid at least one of thein resides ih West 
Virginia at this time. 

2. This action is being brought in Monroe Com1cy, West Virginia because: ------------
D This is the county .where the Petitioner and Respondent last lived together as spouses. 

D This is the county where the Respondent now resides. 

D This is the county where the Petitioner now resides, and the Respondent is not a resident of West 
Virginia. 

D Other reasons: (Explain) 
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3. Petitioner currently resides in Cmmty, West Virginia. ------------

4. Respondent currently resides: (Check only oue of thefollbwi11g three items.) 

D In Coun_ty, West Virginia. ------------
□ At an address unknown to the Petitioner. 

D Out of state, where the last known address was 

5. Petitioner and Respondent were married in County, in the state of ------------
, on ilie day of 

----------- --- ----------"----

6. Petitioner and Respondent last lived together as spouses in Cotmty, in the state 
----------

of at the addres~ of 
--------- ---------------------

Petitioner and Respondent separated qn the day of , and --- --------------
thatseparation has been continuous and uni..nte1~1pted since that date. 

7. D YES D NO a. Is ei_ther party to this case under the age of eighteen? 

DYES D NO b. Is either party to this case currently serving on active duty with the military seivices of 
the United States? 

□ YES □ NO C. Is either party to this case legally incompetent? 

DYES D NO d. Is either party to this case currently incarcerated? 

8. Petitioner and Respondent are the parents of: 

D No children were bom during this maITiage, and no_ children are expected. 

D The children whose names and dates of birth are: 

Name Date of.Birth Name Date of Birth 

I I I I 

I I I I 

I I I I 

I I I I 

111 the rest of this Petitiou, '!the chiidre11" always means the children wlwse names you just listed. 

D A child is currently expected, and the estimated date of delivery is ___ I ___ ! ___ . 
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~- The ;childr~n curren,tly Jive with: D Petitioner D Respond~nt . 

D.ru.i~.t~ei: pers9~, or perso~, ,~hose ~e(s) ~d address(es)'~e: 

10. During the last five years, .µ any of the children have lived at addresses other than, their current address, use 

the foifowing space to list where they lived, and for how long . .if there is:1101 enough room in thejoilowi11g . ' . ~ . ,. ~ 

space,_Hse mi additio_nal sf~eet of pdper. 

I have attached additional sheet(s). 
.. 

Child's Name Address Date of Residence 

11. Who provi~es health insiuance for the children? 

0 Petiti9ner D Resp_oµ~nt 0Medi~ig □WVCIW 

D Another person, whose .name and address is 

□ ;The children Db NOT have healQ{~urance coverage. 

The West Virginia ·children's Health Insufance Piogram·(WV CIIlP) cnn:lielp parents· obtain 
· free or low cost health care for their children. For more informatfon, call 1-877-982-2447, or ask 
the Family ~~;~rt staff about WV~~ 

ti. ~Y~!' all of the fo~o~g questions. 

DYES D NO a. Has the ~etitioner been a party o_r ,vitness in any other proceedµig, in any state, 
coilceniirig the allocation of custodial responsibility for the children? · 

DYES D NO b. Is the Petitioner .a\vare of any other proceeding, past or present, in any state, 
concenw:ig allp~tjon qf custo~~ resp~!Jcsibility f,or tl).e c!J.i.ldr.en? · 

D ~S ONO c. Is :the Petitioner aware of any person other than the parties to this.case who has 
~hysical custody of.or claims ~y custodial right concerning the children? 
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13. Check all of the following items that apply. 

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

D The Petitioner believes it is in the best inter~st of the chil4I"en for a West Virginia court to assume 
jurisdiction of this case, because one or both parents have a significant connection to West Virginia, 
and West Virginia is the location of a substantial munber of witnesses and/or other sources of 
evidei1ce relating to the children's care and upbringing. 

D 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 necessmy for a West 
Virginia court to assume jurisdiction of this case oD au emergency basis to protect the children, be~ause 
the children have been subjected tq or threatened with mistre~tment or abuse, or have otherwise been 
,neglected, or are depending on persons o~µer than their parents. 

D 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 asslllile jm-isdiction. 

D Another state has declined to assume jurisdiction over this case on the ground West Virginia is the best 
place to decide matters relating to the allocation of custodial responsibility for the children, ~d for this 
reason, the Petitioner believes it would be in the children's best interest for a West Virginia court to 
· assuine jurisdiction. 

14. Check all of the following items that apply to yollf case. 

D rn,or to the separation, µoth parents perfonned 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' tiine each parent spent in caretaking and parenting functions before the separation. 

D Prior to the separation, the Petitioner perf01med most, if not all of the caretaking and parenting 
functions for the children. For this reason, the Petitioner believes it is appropriate for the Petitioner to 
have sole a~1thority for making significant decisions relating to the children's care and upbringing. The 
Petitioner also believes custodial responsibility for the children should be allocated between the parties 
·in.proportion to the time each parent spent perf01ming caretaking duties prior to the pBI1ies' sepai'ation. 

15. Check all of the following items that apply to yolu- case. 

Tue Respondent has: 

D Abused, neglected, or abandoned one or more oft)ie children. 

D Sexually assaulted or abused one or more of the children. 

D Engaged in acts of domestic violence. 

D Repeatedly interfered with Petitioner's access to or contact with the children. 

D Repeatedly made false reports or accusations of domestic violence or child abuse. 
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15. ( continued) Check all of the follO\viilg items that apply to your case. 

For these reas_ollS, the Petitioner believes: 

D It is in lhe children's best interest that the authority for making significant decisions relating to the 
children's care and upbringing be allocated to the Petitioner aione. 

D The .court sbould impose limits on Uie Respondent's. custod.ial.respon,sibility for, and cont~ct with, the 
children. 

D Toe Respondent should not be allocated any custodial responsibility, or permitted any contact ,vith the 
children unless the court specifica).ly finds such ~ustodial responsibility or contact ,~I not endanger fl.le 
children, or the Petitioner. 

16. D Petitioner is in need of spousal support. 

17. D Petitioner is in need of support for the minor children. 

18. D Over the cotµ"se of the marriage, the Petitioner and Respondent ha\re accumulated marital property 
and/or debts which the Cowt ,,vill have to divide. 

19. D ·Peti,tioner wishes to resume using the name ____________________ _ 

20. Irreconcilab!e differences have arisen between the parties. 

21. D ;Jhe parties have lived separate and apart without cohabitation for one year or more. 

22. D :The Respondent has inflicted cruel and inhlilllan treatment upon the Petitioner which has destroyed or 
tended to destroy the iµenta:l or physical well-being of the Petitioner, and which reµders continued 
cohabitation with the Respondent unsafe and; unendtirable. 

23. D Other grounds for divorce: 

(Co11s11/t the Code of West Virginia for i1if.01111atio11 regqrdi11g the gro1111(isfor divorce.) 

THEREFORE, the Petitioner asks the Court to grant a divorce, and to grant such other relief as the·Court 
consi~ers proper, ,ind1~ding the matters specifically stated below: 

D Approve the Proposed Parenting Plan filed by the Petitioner. 

D Order the Respoµdent t9 pay support for the minor childt:,en. 

D Order the Respo1~dent to maintain health insurl!Ilce coverage on the c4ildren, if reaso1,1ably avail~ble, 
and to assist with reasonable health care expenses not covered by insurance or by a government 
medical card. 

D Order the Respondent to pay spousal support. 

D M*e a fair and equitable division of marital property, 

D Award the D Petitioner/ D RespOI!dent th,e exclusive.use and possession of the marital 4ome 

located at 
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D Award the D }'eJjtioner/ D Resp~ndent the exclusive use and possession of t_heJo_llowing motor 

vehicles: -------------------------------
□ Award the □Petitioner/ D Respondent the exclusive use and possession of the furniture, furnishings 

and appliances ~ocated in the marital home. 

D Award the Petit,ioner the exclusive use, posses~ion, and ownership of the follow:ing marital property: 

Description of Property Estimated Vab_1e 

$ 

$ 

$ 

$ ' 

$ 

D Order that the Petitioner be held solely responsible for the follo,ving debts: 

Description of Debt Amount Owed 

$ 

$ 

$ 

$ 

$ 

D Order that ~11,e Re_spolident be held solely responsible for the follo"fin.g d~bts: 

Description of.Debt Amount Owed 

$ 

$ 

$ 

$ 

$ 

D ProJ1ibit t)le Respondent fyom co~ve}ing or othetwise di.spos~g of any m~~alproperty prior to ~e 
time the Court divides the property. 

D Grant Petitioner the right to resume using the nanie -----------------
D Prohibit tµe Respondent froµi annoying, abusing, tlµ-eatening, or interfe~g with the personal libeey 

and safety of the Petitioner. 

SCA-FC-101: Petition For Divorce 
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D Grant this other relief: 

Petitioner's Signature Date 

You must sign the following Verification before a Notary Public or Deputy Circuit Clerk. 

VERIFICATION 

I, _________________ __,, after making an oath or afiirrnatio.n to tell the tmth; 

say that the facts I have stated in this Petition are true to the best of my personal knowledge and belief; and if! 

have provided information given to me by others, I believe that information to be true. 

Signature Date 

This Verification was swofu to or affimied before me on the ____ day of ________ 20 . 

Notru.y Public / Other Official 

My commission expires: -------------------

SCA-FC-101: Petition For Divorce 
Review·Date: 05/2014; Revision Date: 05/2014;ID WVSCA Approved: 06/17/2014 
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INTHE FAMILY COtmT OF 

INRE: 
Tb,e l\'Iarri?ge / Cb,il~ren 0{: 

MONROE 

and 

COUl\'TY, ·WEST°VIR.GiNIA 

Case No. ----------

J n d g e: -----------

Petitioner (First/Middle/Last) Respondent (First/MiddleJLast) 

PETITIONER'S CIVIL CASE INFORMATION STATEMENT 
. . DOMESTIC RELATIONS CASES . . . 

PETIDONER'S IDE~G INFOmiIATI9N IMPQRTANT NOTICE 

D Check ihis box if you wish to keep 

StreetAddress "the information in this box· 
CONFIDENTIAL because you 

fear for y~mr safety ruidf or the 
City I State I Zip Code safety of your children. 

( ) - □ M.tle / □ Fe~l~ If.the box above is checked, this 
Phone Number page is sealed in th~ tile ~d 

- - l I NOTTRANSMIITED 

Sod~ ·s~curity ~umber - Date-ofBil1h, with the Petition and Sununons. 

Race: D Ameµcan Indi~AI~ Native D .ljisp~c. 
_Y c;m must. complete .~e for.n;i, 

Affidavit To Withhold Identifying 
D Asian or Pac~c Isl;µider □ Black Inf6Ill!,ation, arid fil~ it at the 
0 Unknown· D White. Circuit Clerics Office. 

List all minor childfen affected by this action: 

Name Dnte of Birth 'Social Security Number 

I I - -

I I - -

I I - -
I I - -

D YES D NO Do you or any ot'your clients or witnesses in this case require special accommodations due 
to a ,disabijity? 

IF YES, SPECIFY: D Wheelchair accessible hearing room and o.ther facilities; 

D Interpreter or othe_r auxiijary aid for the hearing impaired; 

D Reader or other auzjliary ~9 for the yisually in,Ipaii-ed; 

D Spokesperson or other auxiliary aid for the speech-impaired;· 

0 .Othet: -------------------------
O ri gin a I and ___ copies of petition enclosed/attached. 

SCA-FC-103: Petitioner's Civil Case Infonnation Statement-Domestic Relations Cases 
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PETITIONER: -------------- Case No,. ________ _ 
RESPONDENT: --------------
Days To Answer: Type of Service: --- ----------------------

t RESPONDENT!S-IDENTIFYING INFOR.i'\li\,TION 

Street Address 

City I State I Zip Code 

( ) □ Male/ 0 Female 
PhQrie Nmnber 

I I 
Social Security Nmnber Date of Birth 

Race: D American iiidian/Alaskan Native 

D Asian or Pacific Islander 
D Unknown, · 

D Hispaajc 

□ BJa<:k 
0 Whjte 

3. D YES D NO .Is either party seeking child support-or alimony? 

2.· TYPE OF CAsE RELIEF 
(Check All That Apply) 

D Divorce Without Children, 
D Divorce With Children 
D Grandparent Visitation 
D Annulment · · 

D Separate Mainten8Ace 
D ·child ·support Only 
0 Child Custody Without.Divorce 
D Paternity 
D ·Modification 
D Contempt 
D Infant Guardianship 
D Other (specif)~: 

4. D YES D NO Is a pomestic Violence Protective Order,in ~ffect Iiow? 

5. D YES D NO Is there an active Child Ptotectiye Sexvices (CPS) investigation of the children or was an 
. investig~tion conducted.in the last year prior to filing this action? 

6: D I am proceeding without aµ attqmey.-

OR 
D I _have an attorney. (Complete at.ro.m~ i!ifon11a_tjo11 below.) 

A.tt'omey Name: -----------------------------
F irtn: 

--------------------------------
A <l dress: -------------------------------
ff el e phone: ( ) --'------'---------

Dated: ---~----------- Signature 

SCA-FC-103: Petitionel''s Civil Case Infonnation Stateml'nt-Doml'.stic Relations Casl's 
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IN THE FAMILY/CIRCUIT COURT OF MONROE COUNTY, WEST VIRGINIA ------------
INFORMATION REQUESTED BY DIVISION OF VITAL STATISTICS 

Civil Action Number: 

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

------------------------------
Petitioner's Full Name: 

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

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

Place of Marriage: ---------------[COUNTY] 

Date of Marriage: I I -------
Divorce: D Yes / D No 

Annulment: D Yes / D No 

Names of Children Under 18 Years of Age 

Date of Decree: 

Date of Birth 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

I -------

[STATE] 

--------------------------------
[To be Completed by Clerk] 

SCA-FC-104: Information Requested by the Division of Vital Statistics 
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IN TJiE FAMILY CO~T OF 

INRE: 

MONROE COUNTY, WEST VIRGINIA 

Civil Action No. 
The Marriage / Children Of: ----------

and 
Petitioner {First/Middle/Last) Respondent (First/Middle/Last} 

FINANCIAL STATEMENT 

This form MUST be completed in ALL DIVORCE, CHILD $"UPPORT, AND PATERi.~ 

CASES. 

The Petitioner and the Respondent must each complete one of these forms . 

.The completed form MUST be filed in the Circuit Clerk's Office at the time of filing the.Petition 

for Divorce and/or the Answer to Divorce Petition, and a copy must be served on the opposing party. If 

the Bureau For Chilcl Support Enforcement is a party, a copy of the completed form must also be 

served on their local office. 

If your case involves ·minor children, or either p~rty requests spousal s·upport, you l\'IDST file 

the follliiving information WITH your completed Financial Statement. 

I. A copy of your most recent wage or ~alary stub showing gross p~y, dednctio~ for taxes and other 

items, and net pay Ior a normal pay period, and for the year-to-date; 

2. Copies of your and your spouse's complete income tax returns for the two years immediately preceding 

the date.the petition was filed, together with copies of the federal Fonn W-2 for those years; and a copy 

of the Form W-2 for the most recent year for which that form is available, even if a tax return has not 

yet been filed for that year; 

3. For self-employed persons and business owners, a copy·of a current financial statement shmving gross 

income, expenses, and net income; 

4. Copies of any invoices or receipts showing the cost of any extraordinary medical expenses .for the party 

or the children, of any child care _expenses, and of any expenses necessitated by the special needs of the 

children. 

If the information you provide in this form changes, or any information you file along with this 
. . 

form changes, you MUST immediately provide the ne,v iµformation. Any updates or changes to the 

financial statement must be filed in the Circuit Clerks office, and a copy served on the opposing par~, 

p_ursuant to the scheduling order of the Court. If you do not have a scheduling order, then the 

info1·mation must be filed at least 5 cl~ys prior to any hearing. 

The information you provide on this forin is ONLY for use in the judicial system, and is 

required by law and court rule to be kept CONFIDENTIAL. 

D Check this box. if you have fded the Affidavit for Withholdin·g Identifying Information. 

If this box is checked you do _not have to provide your home or employment address or telephone. 

SCA-FC-106: Financial Statement 
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~ead ~ach question carefully. ·Proyide all requested information. Write or print clearly. After. you 

have· completed the form, you MUST sign the Verification oii the last'(>age before a Notary Public. 

Full Name: Date of Birth: I I 
------------------

Address: ----------------------------------
Pb,on.e Nl!lllber: ( ) ....,_ __ __:;_ _______ _ Age: ----
Any Physical or-Mental Disability: -------------------------
Education: 

[j Less,_th:~ High Scho_ol .D H;igh School o_r Equiyalent D Vo~ation!'l D CotJege D Po~tgraduate 

Employer: Type of Work: 
--------------- --------------

Employ_er Address: -------------------------------
Phone Nmnber: ( ) . Date Employed: I I 

--'------=--------- ----------
~~~~. ;pay fer Pay Perio4: ·$ ---------
Paid; D Weekly D Eveiy Two Weeks D Twice a Mouth · D Monthly 

D Yes D No: Do you receive T ANF benefits? If "Yes, 11 list monthly amount: $_' _______ _ 

YOUJ.l INCOME: Y cfo MUST attach written documentation for all income. For-wage earning employees 

who' ,vork llnctuating hours aiid/or overtime;pfovide wage history of at. least six lllOllth~, or length of most 

recent eiµployment, whichever is less. Wage/salary history MUST be documented by W-2 folUlS, and/or 

year.:.to-date figures on the.most recent pay stubs. For self-empfoyed individuais, incoine MUST be verified 

h)1 documents which show gross income· and expenses. 

INCOl\-lE MONTIILY INCOME MONTHLY 
SOURCE AMOUNT SOURCE Ai"iOUNT 

1. Salary -$ 6. Payments from a Pension Plan $ 

2. Wages $ 7. Social Security, ssr $ 

3. Commissions $ 8, Severance Pay, Unemployment $ 

4, Bon'tises $ 9. Y{cirker's Compensation $ 
' 

5. -~ip~ $ 10. Other (explain below) $ 

Other Income (from No. JO): 
---------------------------

SCA-FC-106: Financial Statement 
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PROPERTY 

List ALL property ·in ~ltj_cµ you, ·and /or your spous~ have an ~tetest. ~ t~e "Wb(? owns?" col~ check 
"M" for 1:1,iarit~ propeey; ''P" if separate property of Petitioner;. "R" if s~parate property of Respcm~e.nt. 

PROPERTY MARKE'r AMOUNT WHO 
DESCRIPTION VALUE O\VED OWNS 

M11TTtal Home $ $ OM DP DR 

Other Real Estate $ $ OM DP OR 

Mobile Home $ $ OM DP OR 

Motor Vehicles $ $ □.MOP' DR 

$ $ OM DP DR 

$ $ OM DP DR 

Household Goods $ $ OM DP DR 

Chec)png Accounts $ $ OM DP OR 

Saving Accounts I CDs $ $ OM DP DR 

Money Market Certificates $ $ □ M o·p DR 
•· 

OM OP DR Stocks $ $ 
..... 

OM OP □ Ii CreditUnion Accounts $ $ . ' . 

Profit Sharing Plahs $ $ DM OP DR 

Trusts $ $ □·MOP OR 

Stocks I Mutual Funds $ $ OM DP DR. 
Bonds $ $ □·M DP ,DR 

Pension Plans $ $ □ MD'P DR 

]RA/ S,pP Accounts $ $ OM Dr DR 
Whole Life Insurance $ $ OM OP OR 
Annuities $ $, DM DP DR 

Guns $ $ OM DP DR 

Tools $ $ 'OM DP DR 

Jewelry $ $ DM OP DR 

Personal Property Not Located In Marital Home $ $ OM DP DR 

*Otlier $ $ OM OP OR 
$ $ DM DP DR 

.*Other includes, btit is not limited to: coin ·col1ections; art; state 'and federal tax refunds; money owed to you 
or your spouse; business interests; money expected from a lawsuit'or settlement~ education benefits;_patents; 
copyrights; royalties; contents of safe deposit boxes; and anything else of value. 

SCA-FC-106: Financial Statement 
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PROPERTY CONVEYED TO OTHERS 

List all r~al or personal-prop~rty with a v~lue 9f$500.00_or ,nore'that ~!ls soW, giv~n away, oJ· otherwise 

tr~fen;~d .by you ~!Vor your spqµse ":'iJru,,nt4e last 5 years. Pescripe each ~~c4_it~_µi; list :i;nar~etvaj11!! 

wlien t;ransferrep; ~t type of~ansfer; provide name of the perso11 to _wµom property was fransfen-ed; li~t 

amount received. 

DEBTS 

List <;111 debts owed by you, and/or yo1ir spouse. In the '!Wlfos_e debt?" column, check '~1:vl'' for uiarifal debt; 

"P" ifseparate debt otPetitioner; ~'R" if separite d~bt of Responde_nt. 

OWED, Al'10-µNr ·FOR 
' 

SECURED WHOSE 
-ro·w,ioM? OWED WHAT? BY? DE.BT? 

•· 

$ □ MOP □ ·R 

$ □ MOP DR 
-. 

$ .. □ MOP 0·R 

$ 0M □ -P DR 
. . . ' a • ' 

.. $ 0-M DP OR ... 

$ 0M DP OR 
' 

$ □ M DP [jR 

$ □ MOP □ R 

$ 0M DP DR 
TOTAL O\VED: $ TOTAL OF ALL MONTHLY PAYMENTS: S 

SCA-FC-106: Financial Statement 
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CHILDREN 

List the names; ages; birth dat~s; and sociai security nuin~ers of all minor c~dren invc:,lved m this case. 

Then, ~wer,the list of questions below about the children. 

NAME .AGE DATEOFBmTH SOCIAL SECURITY NO . 

I I - -
I I - -
I I - -
I I - -
I I - -
I I - -
I I - -

D Yes 0No: Do your children receive social sectirity benefits? 

If ''Yes," list amount per month: $ ---------
□ Yes D No: Do _your child.ten receive income or wages? 

If "Yes," list amooot per ID.opth: $ ________ _ 

D Yes 0No: Do your children have any special needs that result-in extraordinary expenses that should be 

taken into account when the court sets the amoitnt.c:1f child support? 

it iry es," expiain: -------------------------

D Yes D N.o: Are child. care ·expenses currently being paid so that the parent who takes care of the ciiildren 

can work or seek work?· 

D Yes D No: Ate you th~ parent of minor cliildren OTHER th~-the ~or chl_ldren involye~ in thi_s case? 

D Yes D No: Po you provi~ s~ppprt for i:µiy disabled adult c~~pren? 

NAME . . 

'If"Yes," li~t these children's names, ages, the mifure of their disabiljfy, and the ~ouilt of 
support you provide each month. You must attach receipts or other documentation for tl1e 

suppod you provide. 

AGE 
AMOUNT 

NATURE OFDISABILilY . . . 
PERMONTH . . . . . 

$ 

'$ 

$ 

$ 

:$ 

$ 

$ 

· SCA-FC-106: Financial Statement Page 5 of 10 
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HEALTH INSURANCE 

D Yes D No: Is health iilsur~ce available fo you through yolir ~mploYmea.t? 

!f you answered ''Noi" xou MUST provide written verification from .your employer that. 
health insurance is not available to you. If you have health insurance from ANY so'urce, 

·yon MUSTcomplete the foJlowing table. 

INSURANCE COMPANY NAi'\iIE ADDRESS 

POLICY ~E~ GROUP, NUl\:Um:R. QTHER.U> NO. 'I_lESTRICTIONS 

PERSONS COVERED DEDUCTIBLES 
CHILDREN'S PORTION 
Of I>RE1\1IUM (AMI) 

$ $ 

D Yes D No: Do you· have recug~g, out~of-p.qcket heaith eXI?enses for yourse~f or your children that ~e 
·not covered by insurance? · 

If i,y es, 11 you MUST attach documents that ver~fy these expenses. 

CIDLD SUPPORT PAYMENTS 

D Yes D No: Do Y?U curr~ntly pay coi~t-ordered child support payments for any .children OTIIBR fhan. 
the children involved in this case? 

FULL NAi'\1E 

If "Yes," you MUST attach a copy of tl1e S1.1pport Order, and records showing your payment 
history;· and you must list the following infon'natioifor each child: · full name; birth date; 

social security number; monthly payment for that child. 

DATE OF BIRTH SOCIAL SECURITY NO. 
MONTHLY· 
PAYME~ 

I I - - $ 

/, / - - $ 

I I - - $ 

,/ I - - $ 

I I - - $ 

I I - - $ 

I I - - $ 
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SPOUSAL SUPPORT 

If yon are requesting spousal support, you :MuST coµiplete the following list of monthly expenses. These are 

the amounts you now pay if you are living separate from your spouse. If you have not yet separated, listithe 

amounts you estimate you will have to pay when you do separate. 

MONTHLY EXPENSES 

ITEM 
MONTHLY 

ITEM 
l\iIONTHLY 

AMOUNT AMOUNT 

Credit Card Payments/Other 
$ Rent or Mortgage: $ 

Payments on Unsecured Debts: 

Car Payments: $ Home Repair / Mai.Q.tenance: $ 

Car Repairs: $ Electric: $ 
.. 

~ru.: h;l,suraµce: .$ Water/ Sewer: $ 

Gasoline: $ Gas: $ 

food: $ Trash: $ 

Clothing: $ TV /Cable: $ 

Child Care: $ Telepl,io~e: $ 

Health Insurance: $ Entertaininent / Recreation: $ 

Other Insurance: .. $ Expiain: 

Medical l Health 
$ Explain: 

Not Co~ered By Insurance: 

Other: $ Explain: 

TOTAL MONTHLY EXPENSES: S 

iF EITIIER YOU OR YOUR SPOUSE IS REQUESTING SPOUSAL SUPPORT, YOU MUST 

COMPLETE THE REST OF THIS FORM. 

SCA-FC-106: Financial Statement 
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.PETITIONER INFORMATION 

PETITIONER'S EDUCATION 

D Yes D No: Graduate fro.in high school? 

:If ".Yes," what year? ____ _ 

D Yes 0No: Receive a ~ED? 

If "Yes,!' what year? -----
□Yes 0No: Graduate from teclinicai ortrade school? 

If "Yes," list type 9f trai,ning or degree and year.received. 

□ Yes □No: Gradt1ate from college? 

If '.'Yes/, list degree and year received. 

0Ye~ 0No: Receive a.p9~t-graduate degree? 

If "Yes, 11 list degree ~d year received 

PETITIONER'S EMPLOYMENT mstORY-
List last four jobs. List employer; position held; dates ~mployment.began.and end~~; and monthly~alru.y. 

.. , MONTHLY 
EMPLOYER POSffiON BEGINDATE END DATE 

GROSS INCOME 

I I I I $ 

I I I I $ 

I I I I $ 

I I I I $ 

PETrriONER'S HEALTH 

Petitioner's A oe: 
,; • C, ----

Petitfonei's physical health is: D Excellent D Go·od D Poor. If "Poor," explain: 

f~li(io,µei:'s µiental and eµiotiq~al health is: D Excellent D Good D Po01:. If "Poor, 11 expl~: 

SCA-FC-106: Financial Statement 
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RESPONDENT INFORMATION 

RESPONDENT'S EDUCATION 

D Yes O No Grachiate from high school? 

If ''Y es;11 what year? -----
□ Yes D No Re-ceive a GED? 

If 11Yest what year? ____ _ 

0 Yes □~o: Graduate from technical or'trade school? 

If "Yes;" list type of training or degree and year received. 

D Yes D No Gradu~te from college? 

Ifi•Y~s," ljsf degree and y~ar r~cejyed. 

D Yes D No Receive a p·ost;.graduate degree? 

If "Yes," list degree and year received. 

RESPONDENT'S EMPLOYMENT IDSTORY - . , 

List last fqur jobs. List employer; position held; dates employment began and end.ed; and mo~thly ~alary. 

EMPLOYER P0$ffiON BEGIN DATE' END DATE MONTHLY 
GROSS INCOME 

I I I I $ 

I I I I $ . 

I I I I $ 

I I I I $ 

RESPONDENT'S HEALTH 

Resp01ident's Age: ----
. Re~qpdent's physical hea\th is: 0 E~celle~!t D Good D P~or. If ,iPoor," explain: 

R.esp9µ~~µt's iµen(al an.d ~n;iotional health js: D Excell,ent D ~food D Po.or.· ~ ;,Poor,'.' expl.µn: 

SCA-FC-106: Financial Statem·ent 
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OBTAINING ADDITIONAL EDUCATION OR TRAINING 

D Yes D No: Would additional'train~g and/or edµcation help the party seeking spousal supp01t to 
increase earning ability within a reasonable time? 

If"Yes," explain what type of training or education; the estimated yearly cost of such training or education; 
and the length of time it would take to complete this training or education: 

ADDffiONAL INFORi\1ATI:ON 

Explain why you think spousal support should be awarded, or denied: 

VERIFICATION 

I, , after making an oath of affirmation to tell the tiu~ say that 
----------------

the facts I have stated in this Financial Statement are tme to the best of my personal knowledge and belief; 

and ifl provided infonnation from others, I believe that irifonnation to be true. 

: I understand that deliberately failing to provide complete disclosure, and knowingly providing 

incorrect information constitute the crinie of false swearin·g. 

Signature 

This Verification was sworn to or affinned before me on the ___ day of __ -'------" 20 __ 

Notary Public/ Other Official 

My commiss~on expires: ______________ _ 

CERTIFICATE OF SERVICE 

_State of.West Virginia 

Collllty of ___________ _ 

I, ____________ _, the person completing this Financial Statement, mailed copies 

of the Financial Statement and ail attached docwnents, by first class mail, postage paid, to: 

at the address of _______________ _, ----------------
at the address of _______________ ___, ----------------

0 n the ___ day of ____________ _, 20 

Signature Date 
SCA-FC-106: Financial Statement 
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WEST VIRGINIA PARENTING PLAN INSTRUCTIONS 

Tue Family Court requires a Parenting Plan in all cases involving minor children. As a 

•case begins, if parei1ts can agree on a Parenting Plan, they can· submit a Joint Proposed Parenting 
Plan to the court, and request that the court make .a temporary order on parenting based on the 

Joint Par,enting Plap. If the parent_s cannot agree on a Joio,t Parenting Plan., either parent c~ 

submit an Individual Proposed Parenting'Plan, and ask the court to enter a temporary order on 

paren~g based on that )µdividual fla.µ. Jf one parent wa.µts t<;> cop.test the o~her:_parent's 

Individua~ Pl~, the contest4:lg pa,r.ent must subntj! an Jndividual Parel}ting Piaµ. All individual 
plans must be accompanied by .a comple_ted WorksQeet for Individual Proposed P~enting Plan 

form. 

If a Joint Parenting Plan is stiomitted, the court iiiay accept' the plan as submitted, unless 

· the court detennines the plan would be hanuful to the children iii some way, or that one parent 
did not agree to the plan voluntarily, or did not fully understand to what they were agreeing. A 

Joint P;q-enti.ng Plan accepted by the court at the beginning of a case may become the Permanent 
Pare_nting Plan tJ,mt will be p~aced in e,ffec_f ~µen the case is conclud~d; altho~gh the plan can and 
will be modified as necessary during (~e course of the case. If no Joµit Par~nting Plan is 

subn;iiJted, the proce9ure is_~ore con:mU~ated. ~at happens in tl~ese cases is discussed later in 

these instructions. 

These Instiuctions, the Parenting Plan form, and the Worksheet form used with 

Individual Plans are designed to assist parents in developing Parenting Plans. The following 

:steps explain the importance of the Parenting Plan, and pi:ovide the information needed to 
complete the Parenting Plan and Worksheet forms. Read all of the instmctions before you start 

filling otit any of the forins. 

STEJ> 1. WHY IS THE PAREl'fflNG PL~ IMPORTANT? 

Tue Proposed Parenting Plan is probably the most important document you will file in 

your case. Tue Family Court will rely on the Proposed Parenting Plan to allocate custodial 

responsibility arid time sperit with the children, and decide how the parents will share the 
responsibility for making the decisions that guide their children's lives. So, as you begin 

developing yom· Parenting Plan, put iifthe time and effort to do it right, becaiise your children's 
welfare _depends on you doing a good job. 

STEP 2. COMPLETING THE PARENTING PLAN FORM. 

There is only one type of Parenting Plan form, and it is used for the preparation of both 

the Joint and Individtial Plans. At the beginning of this form, on page I, the first two items are 
usecho indicate if the plan is being developed and submitted jointly, or individually. Be certain· 
to complete the item that applies to your plan. Before you begin filling out the Parenting Plan, 

you may want to make some copies of the blank fonn. You can·use these extra copies to practice 

on, or you. can use portions of the extra copies if you need additional space.for some responses. 

SCA-FC-120: West Vil'ginia Parenting Plan Inst111ctions 
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The Parenting Plan form is divided into sections. Some sections are self-explanatory, and 
some contain brief directions. Y mi may be required to make a choice by placing a check mark itl 
a box, or you may be required to write in inf onnatiou. It is important that yon pay close 
attention to these instiuctions and the directions ili the form so you can fill out the Parenting Plan 
cori'ectly and completely. Type, or print clearly so your information can be read and understood 
by the com1. 

The Parenting Plan fom1 is des~gned to provide a reasonable amount of space for 
responses, and to accommodate information for families with as many as six children. If you 
need additional space for some responses, or you require additional space because you have 
more than six chilch·en, you can write the infonnation on a blank piece of paper, or you can use a 
page from one of the extra copies you made before you started filling out the form'. If you use a 
· blank sheet of paper, at the top of the sheet, write your name, case number, and the name of the 
section being continued from the fonn. 

STEP 3. COMPLETING THE WORKSHEET FOR.i\il 

A Worksi1eet fonn!ill!fil be completed and attached to all Individual Parenting Plans, 
called Worksheet for Individual Proposed Parenting Plan. If you and the other parent have 
a!!feed on a Joint Plan, you don't need to read the rest of this step; vou can go directly to Step 4. 
If you and the other parent have not agreed on a Joint Plan, continue reading. Before you begin 
filling out the Worksheet, you may want to make some extrn copies oftlie blank form. 

If you and ,the other parent cannot agree on a Joint Parenting Plan, the Family Court will 
have to make the deci~ions the two of you couldn't make together. To make these decisions, ;the 
court needs info1mation about your family life in the twenty-four months before your case began. 
This is where the Worksheet comes in. Each parent who submits an Individual Patentnu?: Plan 
must submit an accompanving Worksheet. 

The Worksheet sections are either self-explanatory, or they have some brief instructions 
included. The Parenting Responsibilities, Making Major Decisions For The Children, and 
Parents' Current Work Schedules sections must be completed on all Worksheets. The directions 
accompanying the other sections will explain who needs to complete those sections. 

Like the Parenting Plan fonn, the Worksheet fonn is designed to fit most situations and 
provide _an aqequate amount of space for the average response. If you need ~nore ro01p for a 

response, follow the extrn sheet procedure explained in the last paragraph of Step 2, or use a 
page from one of t11e extra copies you made before you started filling out the form: 

STEP 4. SUBMITTING A JOINT PLAN TO THE COURT. 

lfyotJ and the other parent have developed a Joint Plan, all yon need to do to submit the 
plan to the court is complete and file th~ original Parenting Plan form, signed and notarized, in 
the Circuit Clerk's Office. Keep copies for yourselves, au_d wa.it for the com1 to schedule a 
hearing. 
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STEP 5. SUBMITTING AN INDIVIDUAL PLAN TO THE COURT. 

To submit an Individual Plan to the Court, you must do three things. (1.) Fill out the 
Motion to Adopt Individual Proposed Parenting Plan. You will find this fmm in the Petitioner's 
Divorce Packet, and the Divorce Answer Packet. (2.) Seive copies of your Motion, Individual 

Plan, and Workshe~t on t4e other parent. H_ow to do this is explai.p.ed later i:µ this step. (3,) File 

the originals of your Motion, fudividual Plan, and Worksheet in the Circuit Clerk's.Office, 

together with the original of a completed Certifi~te of Se1vice. The Certificate of Service is 
explained later in this step. Keep copies of every document you file and serve. 

If the Court enters a scheduling order, you are required to file your fudividual Plan in 

accordance with the order of the court and serve your.Individual Plan on the other paity. If the 
court does not enter a scheduling order. you should try to file and serve vour Individual Plan five 

(5) days before the first hearing in the case. At that first hearing~ the court will want to make a 

temporary order relating to parenting. If one parent has submitted an Individual Plan, and the 

other has not, the court may base the temporruy order 01=1 the plan that has been filed. By failing 
to file your ~1dividua1 Plan before the first hearing, yon can lose an important opportunity to 

have a full say in this important decision. 

It is vour responsibility to inake certain the other parent is properly se1ved with your 

Individual Plan. First class mail is the easiest and cheapest method to serve your Plan. To do 
this, mail copies of your Motion, Plan, and Worksheet to the o"tl1er parent by fn-st class mail, 
complete a Ce11ificate of Seivice form, and file the originals of all of these doctµnents in the 

Circuit Clerk's Office. The Ce11ificate of Service verifies that you mailed these documents to the 

other parent. A Certificate of Service fonn is included in the Petitioner's Case Packet and the 

Case Answer Packet. 

Before we leave Step 5, here's something to think about. After reading Steps 3, 4, and 5, 
you will have noticed the Joint Plan is the ea~iest and simplest way to go; and agreeing on a Joint 
Plan is better for your children, too, .because parents lmow more about their children than the 

court will be able to learn during a hearing in your case. So, it's fair to say it's in everyone's 

best interest for the parents to agree 011 a Joint Plan. Don't a2ree just to please the other parent, 
but if you think there is any reasonable possibility you and the other parent can agree on a fair 

and balanced plan, it's worth some extra effort from both of you. 

STEP 6. WHAT HAPPENS AFTER SUBMITTING A J.OINT PLAN? 

If you and the other parent submitted a Joint Plan, the court will hold a hearing and 

review the plan to detelliline if it could be hannful to the children in any way, and to make 

certain both parents agreed to the plan without being pressured, and tmderstood everything to 
which they were agreeing. The court may accept the plan as proposed, or accept it with 

wliatever modifications the court detennines necessary to create a complete, fair, and balanced 
plan that is best for the.children. 
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STEP 7. WHAT HAPPENS AFTER SUBMITTING AN INDIVIDUAL 
PLAN? 

At the first hearing in your case, the court is going to ask you and the other parent about 
your efforts to agree on a Joint Plan. The court is going to ask this even if one or both of you 
have submitted individual Pians, because West Virginia law favors the Joint Parenting Pian. The 
law wants parents to agree on a Joint Parenting Plan because it's better for the children. So, if 
you and the other parent tell the court you have not tried to agree on a Joint Plan, or have tried 
and failed, the law requires the court to refer the two of you to a person called a Premediation 
Screener. 

TI1e ~remedi~tion Screener wjll it~~~rview you and the other parent separ1:1te~y, and 
determine if a Mediator c~ help t~e two of you come to ~ agreen;1ent on a Joint Plan. If th€! 
screener detenniµes a Mediator may be able to help you agree, the court will refer the two of you 
to mediation. A Mediator is a neutral thitdperson trained to help people settle disagreements. 
The Mediator will meet with you and the other parent together, listen to everything b~th of you 
have to say, and help you explore ways to agree on a Joint Plan. Mediation has an excellent 
success rate, and there is a good possibility the two of you can come out of mediation with a 
Joint Parenting Plan. 

If mediation results in agreement on a Joint Plan, the Mediator will send that plan to the 
court, and the case will proceed as ·described in Step 6, just as if you and the other parent had 
agreed on a Joint Plan in the beginning. 

If mediation does not produce an agreement, you and the other parent will return to court 
for a hearing, or a se1ies of hearings at which both of you will present evidence and arguments in 
support of your Individual Plans. In 'other words, both of you will have a chance to prove to the 
court why your Individual Plan should he accepted by the court. It is the comt's job to determine 
what's best for your children. To do this, the court will look at the way the ·two of you shared 
parenting responsibilities in the las_t twenty-four months before your case was filed. The way 
you have shared parenting responsibilities in the past will be one of the most i.inpmtant factors 
the coi.lrf will consider in determinmg how you will share these responsibilities in the future. 
Tue court will also listen to any reasons one parent may not be fit oi suitable to share parenting 
responsibilities i.iJ. the future. After liearing all of the evidence, the court will reach a decision. 
TI1e court may announce its decision at the hearing, or later. Tue court niay accept parts of one 
or both Individual Plans, and will make whatever modifications or additions are necessary to 
create a Parenting Plan that is best for the children. 

To learn about what to expect at the hearing, and how to prepare, review Steps 6 and 7 in 
the Petitioner's Divorce Packet Instructions, or Steps 5 and 6 in the Respondent's Divorce 
Answer Packet Instmctions. 

The End. 
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IN THE FAMILY COURT OF MONROE COUNTY, WEST VIRGINIA 
--------------

IN RE: Civil Action No. 
The Marriage / Children Of: ----------

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

WORKSHEET FOR INDIVIDUAL PROPOSED PARENTING PLAN 

This Worksheet completed by: ----------------
Date: I I 

(Print your name.) 

PARENTING RESPONSIBILITIES 

Complete the following list which shows how you and the other parent have shared parenting 

responsibilities in the last twenty-four months before your case was filed. Do not provide information for any 

time after the filing of the case. For each responsibility, the blanks should always add up to 100 percent. 

This list is for the children named: 

(A) Daily Physical Needs and Care 

Examples: feeding, bedtime and wake-up routines; care when child is sick or hurt; bathing, grooming, 

personal hygiene, and dressing; recreation and play; physical safety; transportation. 

Petitioner % --- Respondent ___ % 

(B) Developmental Needs 

Examples: learning to walk, talk and use eating utensils; toilet training; development of self-confidence 

and maturity. 

Petitioner % --- Respondent % ---
(C) Development of Proper Behavior 

Examples: discipline, instruction in manners; assignment and supervision of chores. 

Petitioner % --- Respondent ___ % 

(D) Educational Matters 

(E) 

Examples: making school arrangements; communicating with teachers and counselors; supervision of 

homework; monitoring grades and discussing school related matters. 

Petitioner % --- Respondent % ---

Development of Social Skills 

Examples: teaching the child how to develop proper personal relationships with friends, brothers and 

sisters, and adults. 

Petitioner %. --- Respondent % ---
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(F) Health Care 

Examples: making arrangements and appointments for health care; accompanying child to doctor's and 

dentist's appointments; discussing child's health care needs with doctors, dentists, and other health care 

providers; providing care in the home when child is ill. 

Petitioner % --- Respondent ___ % 

(G) Moral and Religious Matters 

Examples: discussing moral and religious matters with the child; providing moral and religious 

guidance; accompanying the child to church. 

Petitioner % --- Respondent ___ % 

(H) Child Care Matters 

Examples: making arrangements for child care by family members, baby-sitters, or child care facilities; 

supervising and communicating with these child care providers. 

Petitioner % --- Respondent ___ % 

MAKING MAJOR DECISIONS FOR THE CHILDREN 

Explain how you and the other parent have shared the responsibilities for making major decisions for the 

children. This information is for only the last twenty-four months before your case was flied, Po not provide 
infonnation for any time after the filing of the case, 

1. First. review the types of decisions in the list on the next page, then answer the following question. 

Did you and the other parent always make the types of major decisions on the list by talking the 

decision over, and coming to an agreement on what the decision should be? 

□ YES □NO 

If you answered "Yes," you don't need to complete the list; you're finished with this section. If you 

answered "No," read item 2. 

2. Complete the list on the next page by indicating the percentage of time each type of decision was 

shared, which means you and the other parent talked the decision over and came to an agreement on the 

decision; or the percentage of time each type of decision was made by you or the other parent, alone, 

without talking it over. For each type of decision, the numbers in all of the blanks should always add up 

to 100 percent. In items (F) and (G), you may write in other types of major decisions, and complete 

those items just as you completed the first part of the list. 
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This list is for the children named: 

(A) Education Shared % Petitioner % Respondent % 

(B) Non-Emergency Health Care Shared % Petitioner % Respondent % 

(C) Religion Shared % Petitioner % Respondent % 

(D) Child Care Shared % Petitioner % Respondent % 

(E) School Related Activities Shared % Petitioner % Respondent % 

(F) Shared % Petitioner % Respondent % 

(G) Shared % Petitioner % Respondent % 

PARENTS' CURRENT WORK SCHEDULES 

List your current work schedule. Complete only the part on your work schedule. 

Petitioner's Work Schedule 

Respondent's Work Schedule 

CHILDREN'S SCHOOL. AFTER SCHOOL. & SPORTS ACTIVITIES 

List your children's current school, after school activity, and sports schedules. School includes 

pre-school and kindergarten programs. Explain when and how the children go to school and other activities, 

and when and how they come home. (If you have filed an Affidavit To Withhold Identifying Information, then 

you do not have to list your children's school.) 

D None of our children attend school, pre-school, or kindergarten. 

This list is for the children named: ---------------------------
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CHILDCARE 

Explain the arrangements for chid care currently provided to your children by persons other than the 

parents. Explain who provides child care, and explain the child care schedule. (If you have filed an Affidavit 

To Withhold Identifying Information, then you do not have to provide the name of the childcare provider.) 

D None of our children receive child care from any person other than the parents. 

This list is for the children named: ----------------------------

OTHER INFORMATION 

Provide any other information you think the court should know concerning how you and the other parent 

take care of the children. 

VERIFICATION 

I, ___________________ , after making an oath or affirmation to tell the truth, 

say that the facts I have stated in this Proposed Parenting Plan Worksheet are true to the best of my personal 

knowledge and belief; and ifI have provided information given to me by others, I believe that information to 

be true. 

Signature Date 

This Verification was sworn to or affirmed before me on the ____ day of _________ 20 . 

Notary Public / Other Official 

My commission expires: __________________ _ 

SCA-FC-128: Worksheet for Individual Proposed Parenting Plan 
Review Date: 05/2014; Revision Date: 05/2014; £P WVSCA Approved: 06/17/2014 

Page 4 of4 



IN THE FAMILY COURT OF MONROE COUNTY, WEST VIRGINIA -------------
INRE: 
The Marriage / Children Of: 

Civil Action No. -----------

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

PARENTING PLAN 

This Parenting Plan is proposed 

D individually by , the D Petitioner/ D Respondent. -------------------
*Every Individual Plan must be accompanied by a completed Worksheet. 

D jointly by , and ---------------- ----------------

This plan is proposed for use D temporarily / D permanently/ D both temporarily and permanently. 

CHILDREN 

List the name and date of birth of all children subject to this Parenting Plan. 

Name Date of Birth Name Date of Birth 

I I I I 

I I I I 

I I I I 

I I I I 

D The other parent should not have parenting time with the children due to the following: 

RESTRICTIONS 

The Family Court can restrict a parent's contact with the children if the parent has engaged in certain 

kinds of conduct harmful to the children. To begin, you must read the following list of types of conduct that 

can require restrictions, and then you must read the rest of the Restrictions section and complete the items that 

apply to your situation. 

CONDUCT THAT CAN REQUIRE PARENTAL RESTRICTIONS. 

• The parent has abused, neglected, or abandoned a child. 

• The parent has sexually assaulted or abused a child. 

• The parent has committed acts of domestic violence. 
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CONDUCT THAT CAN REQUIRE PARENTAL RESTRICTIONS (continued). 

• The parent has repeatedly interfered with the other parent's rights to contact or visit the children. 

But, this situation does not justify restrictions if the parent interfered with the other parent's access 

in order to protect a child's safety. 

• The parent has repeatedly made unfounded reports of domestic violence, child abuse or neglect, or 

sexual abuse. 

• A Court has issued a restraining order against the parent for domestic or family violence. 

• The parent has neglected their responsibilities for caring for the children. 

• The parent has engaged in alcohol, drug, or other substance abuse that has resulted in that parent 

neglecting their responsibilities for caring for the children. 

• The parent does not have a loving emotional relationship with the children. 

• The parent habitually starts arguments with the other parent, or the children. 

Next, read the rest of the section, and complete the items you want to propose for your Parenting Plan. 

D NO RESTRICTIONS should be included in the Parenting Plan, because neither parent has engaged in any 

conduct harmful to the children. 

D RESTRICTIONS should be included in the Parenting Plan, and these restrictions should be placed on the 

D Petitioner I ORespondent. These restrictions should be included in the Parenting Plan because the 

Petitioner or Respondent has engaged in conduct harmful to the children. If you checked the 

"Restrictions" box, you must complete the following section by listing the reasons you think restrictions 

should be included in the Parenting Plan. (Describe the conduct you think requires restrictions. You may 

describe the kinds of conduct on the preceding list, or other conduct you think is harmful, even if that 

conduct is not on the list. If the issuance of a restraining order is the reason for restrictions, you must list 

the court in which the restraining order was issued, and the case number.) 

Reasons for Restrictions: 
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If you checked the "Restrictions" box. you must complete the following items to propose the types of 

restrictions you want included in the plan. 

VISITATION 

D No Visitation should be granted to the following individual: 

D Petitioner. D Respondent. 

D Other Individual(s): 

SUPERVISED VISITATION 

D Visitation with the children should be supervised. (If you checked this box, you must complete the next 

item.) 

Visitation should be supervised by: , at the following -------------------
1 o cation: -----------------------------------
(You can propose any person you trust, a professional person such as a counselor or psychologist, a 

minister, or an agency or organization such as a mental health or social services agency or organization. 

Provide a telephone number for the person or organization you propose; make certain that person or 

organization has agreed to act as the supervisor, and will attend the hearing at which these arrangements 

are discussed.) 

SUPERVISED TRANSFERS 

D Transfer of the children from one parent to another should be supervised. (If you checked this box, you 

must complete the next item.) 

Transfers should be supervised by: , at the following --------------------
1 o cation: __________________________________ _____; 

(You can propose any person you trust, a professional person such as a counselor or psychologist, a 

minister, or an agency or organization such as a mental health or social services agency or organization. 

Provide a telephone number for the person or organization you propose; make certain that person or 

organization has agreed to act as the supervisor. and will attend the hearing at which these arrangements 

are discussed.) 

Other Proposed Restrictions: 
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DECISION MAKING 

Two decision-making rules apply to all cases, and all Parenting Plans. 

I. The parent with whom a child is residing makes fill day-to-day decisions about the care and control of the 

child. 

2. Either parent may make emergency decisions affecting the health or safety of the children, at any time 

regardless of the parent with whom the children are residing at the time. 

Major Decisions 

Use the following list to propose whom you think should make each type of decision. 

TYPE PETITIONER RESPONDENT SHARED 

Education: □ □ □ 
Medical, Dental, Eye Care: □ □ □ 
Religious Matters: □ □ □ 
Child Care: □ □ □ 
Children's Employment: □ □ □ 
Motor Vehicle Use: □ □ □ 
School andAfter School Activities: □ □ □ 
Sports: □ □ □ 
Other: □ □ □ 

If you checked the box for no visitation under the restrictions section, you only need to sign the Parenting Plan 

and Verification on the last page of this form. 

HOW WILL THE CHILDREN'S TIME BE SHARED BY THE PARENTS 

In this section you will propose, from this day forward, how much time you think the children should 

spend with each parent. The first part of this section covers preschool children, the second part covers 

children in school, and the third part covers holidays for all of the children. 

Detailed and accurate proposals of how the children's time will be shared are very important. When a 

schedule for sharing the children's time is adopted by the Court and made part of a Court Order, that schedule 

will be the basis for the Court's calculation of child support. For this reason, it is very important for the 

schedule to show the real number of days the children will spend with each parent. 

For example, do not make a 50/50 schedule just to make one parent feel good if you know the children 

will actually spend 80% of their time with one parent, because if you do, the parent with whom the children 

spend 80% of the time will end up with child support payments based on a 50/50 schedule, and those 

payments will be too small to cover the real number of days the children spend with that parent. 

When you fill out these schedules, make certain you account for every day of the week, and all of the 

hours in the day. Make certain you account for the times parents will be on vacation from their jobs. 

Remember, holidays are covered separately in the third part of this section. 
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CHILDREN NOT IN SCHOOL 

Children's names: -------------------------------
These children will reside with Petitioner and Respondent according to the following schedule. 

PETITIONER - WEEKDAYS 
Mark the day if the children will reside with Petitioner some or all of that day, 
then check All Day if that applies, or fill in the times if All Day doesn't apply. 

D Monday: 

D Tuesday: 

D Wednesday: 

D Thursday: 

0 Friday: 

D Alternating 

-OR-

0AllDay -OR- From_:_Oa.m./Op.m. to_:_Oa.m./Op.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

□ All Day -OR- From :_oa.m./ □p.m. to_:_Oa.m./ □p.m. 

D All Day - OR- From_:_ Oa.m./ Op.m. to_:_ Oa.m./ D p.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

PETITIONER - WEEKENDS 
Mark the weekends of the month the children will reside with Petitioner 

all or part of the weekend, then fill in the time and day blanks. 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

D 1st: From Oa.m./ Op.m. on to Oa.m./ Op.m. on 

D 2nd: From Oa.m./ Op.m. on to Oa.m./ D p.m. on 

D 3rd: From Oa.m./ Op.m. on to Oa.m./ Op.m. on 

D 4th: From Oa.m./ Op.m. on to Oa.m./ Op.rn. on 

0 5th: From __ Da.m./ Op.m. on ____ to _:_oa.m./ □p.m. on _____ l 

RESPONDENT - WEEKDAYS 
Mark the day if the children will reside with Respondent some or all of that day, 

then check All Day if that applies, orfi/1 in the limes if All Day doesn't apply. 

D Monday: 

D Tuesday: 

D Wednesday: 

0 Thursday: 

D Friday: 

D Alternating 

OR 

D 1st: From 

D 2nd: From 

D 3rd: From 

D 4th: From 

D 5th: From 

□ All Day - OR - From __ Oa.m./ Op.m. to_:_ oa.m./ □ p.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day - OR - From Oa.m./ Op.m. to Oa.m./ D p.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day - OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

RESPONDENT - WEEKENDS 
Mark the weekends of the month the children will reside with Respondent 

all or part of the weekend, then fill in the time and day blanks. 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.rn. on to Oa.m./ Op.m. on 
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CHILDREN IN SCHOOL 

Children's names: ------------------------------
These children will reside with Petitioner and Respondent according to the following schedule. 

PETITIONER - WEEKDAYS 
Mark the day if the children will reside with Petitioner some or all of that day, 
then check All Day if that applies, or fill in the limes if All Day doesn't apply. 

D Monday: 

D Tuesday: 

D Wednesday: 

D Thursday: 

D Friday: 

D Alternating 

-OR-

D 1st: From 

D 2nd: From 

D 3rd: From 

D 4th: From 

D All Day - OR - From_:_ Oa.m./ Op.m. to_:_ Oa.m./ D p.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day -OR- From __ Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

PETITIONER - WEEKENDS 
Mark the weekends of the month the children will reside with Petitioner 

all or part of the weekend, then fill in the time and day blanks. 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

0 5th: From_:_□a.m./ □p.m. on ____ to _: __ Oa.m./ 0p.m. on ------1 

RESPONDENT - WEEKDAYS 
Mark the day if the children will reside with Respondent some or all of that day, 

then check All Day if that applies, or fill in the times if All Day doesn't apply. 

D Monday: 

D Tuesday: 

D Wednesday: 

D Thursday: 

D Friday: 

D Alternating 

OR 

0 1st: From 

D 2nd: From 

D 3rd: From 

0 4th: From 

D 5th: From 

D All Day - OR - From_:_ Oa.m./ Op.m. to_:_ Oa.m./ D p.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.m./ Op.m. 

D All Day -OR- From_:_Oa.m./ Op.m. to_:_Oa.rn./ Op.rn. 

D All Day - OR- From __ Oa.m./ Op.m. to_:_ Oa.m./ D p.m. 

D All Day -OR- From_:_Oa.m.!Op.m. to_:_Oa.m.!Op.m. 

RESPONDENT - WEEKENDS 
Mark the weekends of the month the children will reside with Respondent 

all or part of the weekend, then fill in the time and day blanks. 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Da.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on. to Oa.m./ Op.m. on 

Oa.m./ Op.m. on to Oa.m./ Op.m. on 

Oa.m./ Op.m. on tq Oa.m./ Op.m. on 
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HOLIDAYS 

The following chart lists nationally recognized holidays and family occasions such as birthdays, 

and provides space for you to write in other special family occasions. For each holiday or occasion, in 

the columns "Even Year," and "Odd Year," use a "P" or "R" to indicate the parent with whom the 

children will spend each holiday or other occasion. Then, indicate the exact times the holiday period 

with the parent will begin and end. If a child will spend part of a holiday with one parent, and part with 

the other, put an "X" in the "Split Day" column, and in the "Exchange Time" column indicate when 

one parent's time with the child ends, and the other parent's time begins. 

Holiday 
Even Odd Time with the Parent: Split 

Exchange Time 
Year Year From To Day 

New Year's Eve Oa.m./ Op.m. : Oa.rn./ Op.rn. Oa.m.!Op.m. - -
New Year's Day Oa.m.!Op.m. : Oa.rn.1 □p.m. Oa.m.!Op.m. - -
Martin L. King Day : Oa.m./Op.m. : Oa.m.!Op.m. --- ---- : Oa.m.!Op.m. ---
President's Day - Oa.m./Op.m._:_Oa.m.!Op.m. _:_Oa.rn.!Op.m. 

Easter _:_Oa.rn./Op.m._:_Oa.m.!Op.m. _:_Oa.m.!Op.m. 

Spring Break - Oa.m./Op.m. Oa.m.!Op.m. - Oa.m.!Op.m. 

Memorial Day : Oa.m.!Op.m. : Oa.m.!Op.m. --- ----
: Oa.m.!Op.m. ---

July 4th _:_Oa.m.!Op.m._:_Oa.m.!Op.m. _:_Oa.m./Op.m. 

Labor Day - Oa.m./ Op.m. Oa.m.!Op.m. - Oa.m.!Op.m. 

Thanksgiving Day Oa.m.!Op.m. : Oa.m./Op.m. Oa.m./ Op.m. - -
Thanksgiving Break : Oa.m.!Op.m. : Oa.m.!Op.m. --- ---- : Oa.m.!Op.m. ---
Christmas Eve Oa.m.!Op.m._:_Oa.m.!Op.m. : Oa.m.!Op.m. - ---
Christmas Day - Oa.m.!Op.m. : Oa.m.!Op.m. ---- _:_Oa.m./Op.m. 

Christmas Break Oa.m.!Op.m. Oa.m./ Op.m. Oa.m.!Op.m. - -
Hanukkah : Oa.m.!Op.m. : Oa.m.!Op.m. : Oa.m.!Op.m. --- ---- ---
Kwanza _:_Oa.m.!Op.m._:_Oa.m./Op.m. _:_Oa.m.!Op.m. 

- Oa.m.!Op.m. Oa.m./Op.m. - Oa.m.!Op.m. 

Other Occasions 
Even Odd Time with the Parent: Split 

Exchange Time 
Year Year From To Day 

Petitioner's Day - Oa.m./Op.m. Oa.m.!Op.m. - Oa.m.!Op.m. 

Respondent's Day : Oa.m.!Op.m. : Oa.m./Op.m. --- ----
: Oa.m.!Op.m. ---

Petitioner's Birthday : Oa.m.!Op.m. : Oa.m./Op.m. --- ---- : Oa.m./Op.m. ---
Respondent's Birthday : Oa.m./Op.m. : Oa.m./Op.m. --- ----

: Oa.m./Op.m. ---
Child's Birthday _:_Oa.m./Op.m._:_Oa.m.!Op.m. : Oa.m.!Op.m. ----
Halloween : Oa.m.!Op.m. : Oa.m.!Op.m. : Oa.m./Op.m. --- ---- ---

_:_Oa.m.!Op.m._:_Oa.m./Op.m. _:_Oa.m./Op.m. 

- Oa.m.!Op.m._:_Oa.m.!Op.m. : Oa.m.!Op.m. ---
SCA-FC-121: Parenting Plan 
Review Date: 05/2014; Revision Date: 05/2014; c.P WVSCA Approved: 06/17/2014 

Page 7 of 15 



If you are unable to provide the proposed parenting plan in the days and times provided in the prior pages, 

please provide a detailed explanation below: 
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SUMMER AND OTHER VACATION TIMES 

This plan proposes that in addition to the residential and holiday scheduling listed above, the parents 

will vary these schedules to divide school/work vacations as described in this section. 

The parents will work together to make arrangements for specific dates and times for vacation no later 

than one month in advance of the time requested for vacation. 

The child(ren) shall spend (how many?) ____ vacation D days 1D weeks with Petitioner 

and (how many?) vacation D days / D weeks with Respondent. ----

Dates: --------------------------------------

DESIGNATION OF LEGAL CUSTODIAN 

Federal and state laws require that the parent with whom the children spend the majority of time be 

designated as the children's legal custodian. You may choose to alternate the legal custodian between the 

even and odd years. 

Under this Parenting Plan, the designated legal custodian is the: 

D Petitioner. 

D Respondent. 

D Alternates yearly between Petitioner and Respondent. (Designate a schedule below.) 

During evenly numbered years the legal custodian is the D Petitioner. or D Respondent. 

During oddly numbered years the legal custodian is the D Petitioner. or D Respondent. 

If the parent with whom the children spend the majority of time is not the same for all of the children, 

you must make separate legal custodian designations. 

----------------Legal Custodian: D Petitioner D Respondent D Alternating 
Child's Name 

Legal Custodian: D Petitioner D Respondent D Alternating '""c..,.h""il....,.d-'s_N_a_m_e ___________ _ 

Legal Custodian: D Petitioner D Respondent D Alternating _C_h_il_d'_s_N_a_m_e ___________ _ 

----------------Legal Custodian: D Petitioner D Respondent D Alternating 
Child's Name 

Legal Custodian: D Petitioner D Respondent D Alternating ----------------Child's Name 
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TRANSFERS OF THE CHILDREN FROM PARENT TO PARENT 

When a child's time with one parent ends, and time with the other parent begins, the Parenting Plan 
must provide standard arrangements for transferring your child. Propose those arrangements in this section. 
Part 1 is for weekdays; Part 2 is for weekends. One transfer arrangement is the same in all Parenting Plans. 

The parent waiting for the children shall always allow the parent bringing the children a 30 minute grace 

period. 

1. Weekday transfers occur at the 

D Petitioner's Residence. D Respondent's Residence. D Child's School. 

D Other location: (Specific address.) 

Time of transfer: __ : __ D a.m./ D p.m. 

Other arrangements. (Be specific.) 

2. Weekend transfers occur at the 

D Petitioner's Residence. D Respondent's Residence. D Child's School. 

D Other location: (Specific address.) 

Time of transfer: __ : __ D a.m./ D p.m. 

Other arrangements. (Be specific.) 

TRANSPORTATION ARRANGEMENTS FOR THE CHILDREN 

D The arrangements for, and costs of everyday transportation will be the responsibility of the parent with 

whom the child is residing. 

OR 

D The following arrangements will apply: 

Special Travel 

D The arrangements for, and the cost of special or unusual travel will be the responsibility of: 

D Petitioner. D Respondent. (Examples: trips by airplane, bus, or train to visit a distant parent, or 

travel by these methods for school trips.) 

OR 
D The following arrangements will apply: 
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TELEPHONE CONTACT BETWEEN PARENTS AND CHILDREN 

The parent with whom a child is not residing needs to make special efforts to stay in touch with the 

child; and the parent with whom a chid is residing needs to encourage the child to stay in touch with the other 

parent. In this section you will propose the arrangements for these communications. 

Child Calling A Parent 

A child may call the parent with whom the child is not residing: 

D At any time. 

D Weekdays between the times of: ____ D a.m. I Op.m. and ____ □ a.m. I Op.m. 

D Weekends and holidays between the times of: __ : __ D a.m. ID p.m. and __ : __ D a.m. ID p.m. 

Dother: ---------------------------------
Long distance calls from child to the parent will be paid for by 

------------------=-
Parent Calling Child 

A parent with whom a child is not residing may call the child: 

D At any time. 

D Weekdays between the times of: ____ D a.m. ID p.m. and ____ D a.m. / Op.m. 

D Weekends and holidays between the times of: ____ D a.m. I Op.m. and __ : __ □ a.m. I Op.m. 

Dother: ---------------------------------
Long distance calls from parent to the child will be paid for by ------------------=-

COMMUNICATION BETWEEN PARENTS 

Parents need to regularly communicate with each other to provide the best possible care for their 

children, and to reduce the stress on the children. In this section you will propose the arrange~ents for these 

parent-to-parent communications. 

FIVE REQUIREMENTS APPLY IN.ALL CASES. Read each of these five requirements, and check 

the boxes to show you have read the requirements. 

D 1. The parents will inform each other as soon as possible about all of the children's school, sports, and 

other activity schedules to ensure nothing interferes with the children's participation. 

D 2. The parents will always let each other know their current residence addresses, mailing addresses, 

home, work, and emergency telephone numbers, and will notify each other within 24 hours of any 

changes in these matters. BUT. this requirement does not apply in cases in which the Family Court 

has allowed the withholding of identifying information. 

D 3. The parents will never say anything in the children's presence that would reduce the children's love or 

affection for either parent. 

D 4. The parents will never allow any person in the children's presence to speak poorly of an absent parent. 

D 5. The parents will never discuss disagreements or financial matters in the children's presence. 
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COMMUNICATION BETWEEN PARENTS (continued) 

The next requirement is optional. (To propose it as a part of your Parenting Plan, check the box.) 

D A parent will not schedule activities for the children during the other parent's scheduled parenting time, 

unless the parent with the parenting time agrees in advance. The only exceptions are: 

*Use the following space to propose any other communications arrangements you want as part of your 

Parenting Plan. 

CHANGES IN PARENTING PLAN ARRANGEMENTS 

As the children grow, their lives, activities, and schedules will change. In the short term, parents and 

children will have occasional, unavoidable changes in their schedules. From time to time, such changes will 

require changes in Parenting Plan arrangements. By agreeing ahead of time how these changes in the 

Parenting Plan will be handled, you can avoid the time and expense of going back to Family Court. 

Three rules always apply to changes. 

1. If one parent requests a non-emergency change in the Parenting Plan arrangements, the 

parent receiving the request will decide whether to permit the change. 

2. If a change in Parenting Plan arrangement is required because of an emergency, the parent 

with custody of the children at the time of the emergency does not require advance agreement of the 

other parent to make the change, but must notify the other parent of the emergency as soon as possible. 

3. Don't use the children to communicate changes in the Parenting Plan arrangements. 

Proposals for handling non-emer'lency changes in Parenting Plan arrangements: 

D A parent receiving a request for a change will never use a request for a change as a bargaining chip, or as 

a way to punish the parent making the request. 

D A parent making a request for a change will make the request 

Din person. D by phone. 0 in writing. D by e-mail. 

D A parent making a request for a change will make the request as soon as possible, but in any event, no less 

than before the change is to occur. --------------------------
D A parent receiving a request for a change will respond as soon as possible, but in any event, must respond 

within __________________________ after receiving the request. 
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CHANGES IN PARENTING PLAN ARRANGEMENTS (continued) 

D A parent receiving a request for a cha~ge will respond 

D in person. D by phone. D in writing. D by e-mail. 

D A parent requesting a change will be responsible for any additional child care or transportation costs 

caused by the change. 

D Other arrangements: -------------------------------

MILITARY PARENTS 

If one or both parents are members of the Navy, Air Force, Marine Corps, Coast Guard, National 

Guard or a reserve component of these services, then the parents shall provide the parenting arrangements 

while one or both parents are deployed for combat operations, a contingency operation, a natural disaster, or 

military school or training, based on orders that do not permit family members to accompany the parent. If a 

parent is deployed as provided above and said deployment substantially changes the parenting agreement, the 

parents agree the children will reside during the deployment with: 

D Petitioner. 

D Respondent. 

D Other Individual(s): 

When the deployment is completed the parents agree to: 

D Return to the parenting agreement prior to deployment immediately. 

Dother: 
------------------------------------

If a military parent is on break or leave during a deployment as described above then all reasonable efforts 

shall be made to allow parenting time for the military parent. 

ADDITIONAL TERMS AND CONDITIONS 

The Parenting Plan form is designed to cover most, if not all, necessary matters. However, if you 

want the plan to address subjects not covered by this form, you need to write a detailed description of the 

additional terms and conditions you want included in the plan. If you have no additional terms and conditions 

to include, you must check the following line. 

D NO additional terms and conditions. 

D Additional terms and conditions are: 

SCA-FC-121: Parenting Plan 
Review Date: 05/2014; Revision Date: 05/2014; l±l WVSCA Approved: 06/17/2014 

Page 13 of 15 



SETTLING DISAGREEMENTS 

Despite a good Parenting Plan, and the best intentions of the parents, disagreements may still arise 

from time to time. These disagreements will be harmful to the children, and to the parents. By agreeing in 

advance on a way to settle disagreements, you can avoid the time and expense of going back to Family Court. 

In this section you can propose how you want to settle any disagreements that may arise. 

Disagreements about the Parenting Plan should be handled in the following manner: 

D Counseling. Conducted by: ____________________________ ....;. 
D Mediation. Conducted by: -------------------------------'-
□ Other means: ----------------------------------

Costs of settling disagreements should be handled as follows: 

Petitioner pays ___ %of the costs. Respondent pays ___ % of the costs. 

D The person settling the disagreement will decide how the costs are shared. 

Parents should notify each other of disagreements in the following manner: 

D In writing. D In person. D By telephone. D By certified mail. 

Dother: -------------------------------------=-
THE FAMILY COURT'S POWER TO ENFORCE PARENTING PLANS 

Once the Family Court accepts and adopts a Parenting Plan proposed by the parties jointly or 
individually by one party, the plan becomes a Court Order, and must be obeyed. This means both parents 
must abide by all of the terms and conditions of the Parenting Plan. Even if one parent violates the Parenting 

Plan, the other parent does NOT have the right to violate the plan in retaliation. 

WAYS IN WHICH THE FAMILY COURT CAN ENFORCE A PARENTING PLAN 

If the Parenting Plan provides a remedy for a violation of the plan, the Court can use its power to 

enforce that remedy. If the Court thinks that remedy is inadequate, the Court can enforce another remedy of 
the Court's choosing. 

If a parent interferes with the other parent's rights to custody or visitation, the Court can order make-up 

time to compensate for time missed with the children. 

If a parent wrongly caused the other parent to miss time with the children, the Court can award 
monetary compensation for the missed time, and can award child care costs and other expenses caused by the 
missed time. 

If a parent violates the Parenting Plan, the Court can modify the plan in favor of the parent who did 
not violate the plan. The Court can change custodial responsibility to favor the non-violating parent, or the 
Court can grant exclusive custodial responsibility to the non-violating parent. The Court can order a parent 
violating a Parenting Plan to submit to counseling. The Court can order a parent violating a Parenting Plan to 
pay a civil penalty up to $100 for a first violation, up to $500 for a second violation, or up to $1,000 for a third 

violation. 
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The Court can order a parent violating a Parenting Plan to pay the other parent's court costs, attorney's 

fees, and any other expenses that parent incurred to return to Family Court to enforce the Parenting Plan. 

You must sig11 the pla11, am/ the Verijicatio11, which appears 011 this pagefollowing the sig11ature li11es. 

Signatures: (Petitioner and Respondent both sign only if submitting a Joint Proposed Parenting Plan.) 

Petitioner (Print Name.) Signature Date 

Respondent (Print Name.) Signature Date 

VERIFICATION 

(One parent signs Verification for Individual Proposed Plan. 
Both Parents sign Verification for Joint Proposed Plan.) 

I/we, -----------------------------------
after making an oath of affirmation to tell the truth, say that the facts I/we have stated in this Proposed 

Parenting Plan are true to the best of my/our personal knowledge and belief; and if I/we have provided 

information given to me/us from others, I/we believe that information to be true. 

Parent's Signature Date 

Parent's Sig11ature Date 

This Verification was sworn to or affirmed before me on the day of , 20 ___ . --- --------

Notary Public/ Other Official 

My commission expires: ________________ _ 
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BUREAU FOR CHILD SUPPORT ENFORCEMENT 

APPLICATION AND INCOME WITHHOLDING FORM 

This Form MUST Be Completed In All Cases Involving Minor Children or Spousal Support! 

Withholding services will begin immediately when the Bureau for Child Support Enforcement receives this 
completed application, which MUST be accompanied by a copy of the current Support Order IF one is now in effect. 

0 Check this box if a Support Order in NOW in effect. 

PETITIONER 

Full Name: Birth Date: I I SSN: 

□Male I D Female Relationship to children involved in this case: ---------------

Residence Address: ----------------,-----------------,-------(List complete physical address: county, city, street#, apt.#, zip code) 

Mailing Address: 
(List mailing address ONLY if different from physical address) 

Daytime Phone No: ( ) ___ ...;... _______ _ Driver's License No: 

RESPONDENT 

Full Name: Birth Date: I I SSN: 

□Male I D Female Relationship to children involved in this case: 

Residence Address: 
(List complete physical address: county, city, street#, apt.#, zip code) 

Mailing Address: 
(List mailing address ONLY if different from physical address) 

Daytime Phone No: ( ) ___ ...;... _______ _ Driver's License No: 

Dependents: (List full name, sex, birth date, social security #, and custodian for each dependent) 

Name Sex Date of Birth Social Security No. Custodian 

I I - -

I I - -
I I - -
I I - -

Income Withholding (List complete address of the employer or other source of income to which an 
Income Withholding Notice should be sent.) 

Pursuant to the Privacy Act {5 U.S. C. 522a}, the Bureau for Child Support Enforcement (BCSE) is required to inform 
you of the following: (a) that the request for your social security number is a mandat01y requirement pursuant to the 
Social Security Act {42 U.S.C. 466(a)(l 3)}; and (b) the BCSE will use this information only in connection with the State's 
child support enforcement program for purposes of establishing paternity and establishing, modifying, and enforcing 
support obligations. CONTINUED ON NEXT PAGE 
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D Check this box if you or your children currently receive T ANF benefits. 

D Check this box if you currently receive, or have applied for DHHR1s Child Support Services. 

IF YOU CHECKED any of the two items immediately above, skip to the end of the form. SIGN on the 
line provided. and you are done. 

IF YOU DID NOT CHECK any of the two items immediately above. YOU MUST CONTINUE! 

D I understand that unless otherwise directed by the Court, any Court Ordered support MUST be collected 
by the BCSE through Income Withholding. 

YOU MUST CHOOSE ONE OF THE THREE FOLLOWING OPTIONS! 

OPTION#l: 

D I am applying for FULL SERVICES from the BCSE. I understand that full services include, but are not 
limited to the following: *Collection and distribution of support payments. *Collection and Enforcement 
of support by income withholding. *Establishment and enforcement of Support Orders. *Establishment 
of paternity. *Enforcement of Support Orders through Federal and State Tax offsets, unemployment 
compensation intercepts, and workers' compensation intercepts. *Location of parent(s). *Interstate 
services. 

As an applicant for FULL SERVICES, I AGREE to comply with the following requirements: (1.) I 
understand I MUST assist the BCSE to establish and enforce paternity, child support, and medical 
support, and to collect child and spousal support. I understand this assistance may include providing 
information about the non-custodial parent and responding promptly and completely to requests from the 
BCSE. I understand I may be required to testify as a witness in court or in other proceedings. (2.) I 
understand that I am free to pursue legal actions through a private lawyer, but that I must inform the 
BCSE ifl do this. (3.) I understand that I MUST repay all money received in error to which I am not 
entitled. 

OPTION#2: 

D I am applying for Income Withholding Services ONLY. 

OPTION#3: 

D I DID NOT CHECK Option #I or Option #2. I do not want services from the BCSE at this time. 
I understand that even though I have not requested services at this time, I can request services at any time 
by applying at the BCSE office in the county in which I live. 

I CERTIFY that I have read and understand all statements on this application, and that all 
information I have provided is TRUE and ACCURATE to the best of my knowledge. 

Signature Date 

0 Check this box if YOU WOULD FEAR FOR YOUR SAFETY, or THE SAFETY OF YOUR 
CHILDREN if your address and telephone number are disclosed. 
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If you are the party to schedule the 
hearing in your case use the following 

form. 

Hearings may be scheduled no sooner 
than 20 days after service has been 

made on the respondent. 

Hearing notices must be sent to both the 
opposing party and the Circuit Clerk for 

placement in your case file. 

You may schedule a hearing by calling 
family court at 304-64 7-7 406. Have 

your names, phone numbers and case 
number available. 



IN THE FAMILY CO~T OF MONROE COUNTY, WEST VIRGINIA· 

INRE: Civil Action No. 
The Marriage Of: ----------

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

NOTICE OF _HEARING 

(1'011 must co11tacl rite Family Court staff to schedule a hearing date.) 

TO: 
Name 

Street Address 

City I State / Zip Code 

Yot1 are hereby given notice that the undersigne~ wUl bring the aboye-styled action on for final hearing 

before the Family Cowt Judge. The hearing will be on the day of , 20 --- --------
at __ : __ D a.m. / D p.m., or as soon.thereafter as may be heard. Hearings before the Family Comt Judge 

shall b~ held at the following locatjon: 

You _may be present to protect your interests. 

Signature 

CERTIFICATE OF SERVICE 

I, ---------------------~ Petitioner/Respondent in the 
(Print Your Name) 

foregoing action hereby certify that I have sent a copy of ~is Notice of Hearing to the Pe~itioner/Resp9µdeot 

at the above address by depositing a true copy of the same in the U.S. :Mail, postage prepaid, this the 

day of ,20 --- -------~ 

Signature 
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The following forms are optional and 
are included for your convenience. 

Please review the instruction packet to 
determine if any of these forms pertain 

to your circumstances. 



IN THE COURT OF MONROE COUNTY, WEST VIRGINIA 
--------- -----------

Case No. 
------------

v. 
Plaintiff or Petitioner Defendant or Respondent 

FINANCIAL AFFIDAVIT AND APPLICATION: 
ELIGIBILITY FOR W AIYER OF FEES, COSTS, OR SECURITY IN A CIVIL OR DOMESTIC CASE 

OR FOR COSTS ASSOCIATED WITH 
REQUIRED POLYGRAPH EXAMINATION OR ELECTRONIC MONITORING 

A. Information for the Applicant: 

l. You will be allowed to file and carry on your civil proceeding without giving security or paying fees or costs that 

would otherwise be required, if the court finds that you meet the official financial guidelines. 

2. You must complete the affidavit for the court to determine if the costs of either a polygraph examination, required 

by W. Va. Code§ 62-1 lD-2, or electronic monitoring, required by W. Va. Code§ 62-11 D-3, will be paid by the 

supervising entity. 

3. You must file a separate affidavit and application anytime your financial situation no longer meets the official 

guidelines or anytime the court orders you to do so. 

4. You must attach a copy of your most recent salary stub, W-2 fonn, or other financial documentation (with all social 

security numbers and all dates of birth removed [you can black them out]) that verifies your income. Without the 

attached documentation, your application will be incomplete and not considered. 

5. At any time you may request or the court may require review of your eligibility for a waiver; and at any time the 

court may require you to pay fees or costs previously waived or to pay future fees or costs. 

6. When you sign this fonn, you will have to swear or affirm that you have completely and truthfully provided all 

information sought, to the best of your knowledge and ability. //you knowingly give any incomplete and/or false 

information, you may he prosecuted for the crime of false swearing. 

7. The information you give in this form will be confidential only in a domestic violence or a divorce case. 

8. Except for signatures, all infonnation must be clearly printed. 

B. Information about You and Your Case: 

la. Name: 1 b. Telephone Number: ----------------- -----------
l c. Address: 
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Case No. 
2. Describe what is involved in your case: 

3a. Do you have a lawyer? D Yes D No 

b. Have you paid or will you have to pay your lawyer? D Yes D No 

c. Will you have to pay your lawyer only if you win? D Yes D No 

4. Check if seeking waiver for: 

D Cost of required polygraph examination ( W. Va. Code § 62-11 D-2); and/or 

D Cost of required electronic monitoring (W. Va. Code§ 62-11 D-3). 

C. Information about Your Financial Situation: 

la. What is your current yearly net (take-home) income from all sources: 

Employer: $ Second Job: $ Self-Employment: 

Public Assistance: $ Food Stamps: $ Unemployment: 

$ 

$ 

Benefits: $ Disability Benefits: $ Social Security/SSI: $ 

Alimony: $ Pensions: $ Rental Income: $ 

Interest: $ Dividends: $ Annuities: $ 

Odd Jobs: $ Other: $ (specify): 

YEARLY TOTAL: $ 

Please remember to attach financial documents which verify this information. 

lb. If your listed income is zero (0), please explain below and attach some verification (i.e. DHHR or food stamp 

information): 

2a. List the names and relationships to you of all the persons supported by this income, whether or not they are 

household members (provided, that these persons can be claimed as dependents on your federal tax return): 

2b. What is the total number of dependents, including yourself? -----
3. How much money do you, individually or jointly, have in cash, checking and savings accounts, deposit certificates, 

and/or bonds (liquid assets)? $ ------------
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Case No. 

4a. List your regular monthly household debt-payment and other expenses: 

Mortgage/Rent: $ Car Payment: $ Loan Payments: 

Credit Card Payments: $ Other Debt Payments: $ Utilities: 

Cell Phone: $ Food: $ Child Care: 

Child Support: $ Alimony: $ Medical Bills: 

Other Expenses: $ (specify): 

4b. What is the total amount of these monthly expenses? $ ----------

$ 

$ 

$ 

$ 

Sa. List all cars, trucks, motorcycles, or recreational vehicles (all-terrain vehicles, motor homes, snowmobiles, boats), 

including their make, model, and year, that you own, individually or jointly: 

5b. What is the total value of these items less any amount owed? $ ------------
6a. List all real estate (houses, lots, land, rental property, other commercial property) that you, individually or jointly, 

own. 

6b. What is the total value of these items less any amount owed? $ ------------
7. What would the consequences be for you if a waiver of fees, costs, or security is denied? 

8. This application consists of three (3) pages and pages of supporting financial documents. ------

By signing my name on this form, I swear to or affirm: (1) the completeness and truthfulness, to the best ofmy ability 

and knowledge, of the information I have provided and (2) my belief that I have a right to a waiver. 

Signature of Affiant-Applicant: ___________________ _ 

Taken, subscribed, and sworn or affirmed before me, by the person whose signature appears above, on this 

___ day of ___________ , 20. __ _, in ___________ County, West Virginia. 

Signature of Notary (Clerk or Deputy Clerk): --------------------
For Court Use Only 

The affiant's application for a waiver is (clerk: initial one) _______ granted _______ denied. 

Date: ________ _ Signature of Clerk or Deputy: __________________ _ 

SCA-C&M201: Financial Affidavit and Application Page 3 of3 
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IN THE FAMILY COURT OF COUNTY, WEST VIRGINIA. --------

In Re: 
The Marriage / Children of: 

Civil Action No. 

and 
Petitioner Respondent 

Address Address 

Daytime phone Daytime phone 

PROPERTY AGREEMENT 

The Petitioner and Respondent agree to the following division of all of their marital 
property, separate property, and debts. 

The Petitioner, _____________ , shall receive the following property and debts: 

The Respondent, _____________ , shall receive the following property and debts: 

By signing this agreement I am representing to the court that: 
1. I have entered into the agreement voluntarily. 
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2. I have full and complete knowledge of all property and debts my spouse and I acquired during 
our marriage and all separate property owned by each of us during the marriage. 

3. I understand this agreement and believe it to be fair and in my best interest. 

Petitioner Date 

Respondent Date 

ACKNOWLEDGEMENTS 

State of West Virginia 

County of _____________ _ 

I, _______________ , a Notary Public in the county and state aforesaid do 

hereby certify that ______________ , whose name is signed to the writing above has 

acknowledged the same before me in the aforesaid county and state on _________ _ 

Notary Public 

My commission expires: ________ _ 

State of West Virginia 

County of ____________ _ 

I, _______________ , a Notary Public in the county and state aforesaid do 

hereby certify that ______________ , whose name is signed to the writing above has 

acknowledged the same before me in the aforesaid county and state on _________ _ 

Notary Public 

My commission expires:. ________ _ 
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IN THE FAMILY COURT OF MONROE COUNTY, WEST VIRGINIA -------------
INRE: 
The Marriage / Children Of: 

Civil Action No. 

and 
Petitioner (First/Middle/Last) Respondent (First/Middle/Last) 

MOTION TO ADOPT INDIVIDUAL PROPOSED PARENTING PLAN 

NOTICE TO: -------------' 
(Print the name of the other party.) 

Take Notice that I, , will come before the Family Court of -------------
(Print your name.) 

Monroe County, and make a MOTION for the Court to adopt my Individual Proposed -----------
Parenting Plan. This Motion will be made at __ : __ D a.m. / D p.m. on the day of 

---

, 20 
---------

MOTION 

I, _____________ , request that the Court adopt my Individual Proposed Parenting 

Plan. I have attached copies of my Individual Proposed Parenting Plan and Worksheet to this Motion. 

(Print your name.) 

STATE OF WEST VIRGINIA 

COUNTY OF MONROE 

Signature Date 

CERTIFICATE OF SERVICE 

I, , the person making this Motion, mailed the Motion and Notice, -------------

together with my Individual Proposed Parenting Plan, by first class mail, to ------------
at the address of --------------------------------
on the ___ day of ________ ., 20 __ 

Signature Date 

SCA-FC-129: Motion to Adopt Individual Parenting Plan Page 1 of l 
Review Date: 06/2014; Revision Date: 05/2014; l.PWVSCA Approved: 06/17/2014 



IN THE F AMil.. Y/CffiCUIT COURT OF MONROE COUNTY, WEST VIRGINIA 

AFFIDAVIT OF OUT-OF-STATE OR UNKNOWN RESIDENCY 

STATE OF ,VEST VIRGINIA 

COUNfY OF MONROE , to-wit: ------------
·,J, , after being sworn, do say that I am the Petitjoner in -----------------' 

Monroe the foregoing Petition for Divorce now pending in the Family Court of --------------
CoWlfy, West Virginia; and further Hiat: 

ni,e Respondent, -----------------
(CHECK ALL THAT APPLY) 

D is not a resident cif the State of West Virginia; and the last lrnown address of the Respondent is 

County; --------------

OR 

D After giving my documents twice to the Sheriff in the County where the Respondent resides, the 

Sheriff has not oeen able to seive the Respondent; 

OR 

D I have used due '4ligence to detennine the address of the Respondent and have been unable to 

locate it. The address of the Respondent is unknown to me. 

Petitioner, Pro Se 

Tiµcen. sworn to, and su9scribed befoi:e me this ___ day of _________ • 20 __ 

Notruy Public 

My Commission expires ___________ _ 

SCA-FC-110: Affidm-it of Out-of-State or Unknown Residency 
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IN THE F Al'1IL Y CO{ffl.T OF 

INRE: 

MONROE COUNTY~ WEST VIRGINIA 

The Marriage of: 
Civil Action No. ----------

and 
Petitioner {First/Middle/Last) Respo11dent {First/Middle/Last) 

ORDER OF PUBLICATION 

THE OBJECT OF THIS SUIT IS. TO OBTAJN A DIVORCE. 
THIS IS A PUBLiCATION BY CLASS II LEGAL ADVERTISEMENT. 

To the Above-Named Respondent: 

It appearing by affidavit filed in this actioll'that 
' . . ' -------------------

is a non-resident ofthe State of West Virginia or has an tinkno,vn address. It is hereby ordered that 

_________________ serve upon _________________ ,. 

(Cber:konly one.) D Petitioner/ D Petitioner's Attorney ID Circuit Clerk's Office, whose address 'is 

--------------------------------, West Virginia, 

ail Answer, including any related counterclaim or defense you inay have to the Petition For Divorce filed in this 

action on or before , 20 . If you fail to Answer the Petition fot Divorce, ----------- --

a judgment may be taken against you for the relief demanded in the Petition. 

A copy of said Petition cail be obtained from the undersigned Clerk's Office, 

Entered by the Clerk of ~aid Court ______________________ _ 

Clerk of the Court 

SCA-FC~ill: 01·der of Publication 
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IN THE FAMILY COURT OF MONROE COUNTY, WEST VIRGINIA 

In Re: Civil Action No. 
The Marriage of -------

Petitioner (First/Middle/Last) 

Address 

and 
Respondent (First/Middle/Last) 

Address 

CERTIFICATE OF DIVORCE 
(Name Change) 

W. Va. Code§ 48-5-613 

This matter is before the Court pursuant to a name change request in the above-styled divorce. The 

following is hereby provided: 

1. That D Petitioner's I D Respondent1s name is , as ------------------
provided on the birth certificate issued by the State of __ _ 

2. The D Petitioner's / D Respondent's date of birth is 
----=---,----· 

(Date) 

3. The D Petitioner's/ D Respondent's social security number is ------------
4. The D Petitioner's/ D Respondent's name is changed to _________________ _ 

from his or her former name of ------------------
5. The effective date of the D Petitioners I D Respondent's name change is 

-----,----,,------
(Date) 

A certified copy of the Certificate of Divorce shall be provided to the D Petitioner / D Respondent. 

This Certificate of Divorce may be used for all lawfol pmposes, including as proof of leg_al name change for a 

driver's license or state identification card at the Division of Motor Vehicles. This Certificate of Divorce shall 

be treated as a pleading and not an order under Rule 6 of the West Virginia Rules of Practice and Procedure for 

Family Comi. 

Issued this ----------------
Family Cowi Judge 

SCA-FC-116: Ce11ifirnte of Divorce (Nnme Change) 
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IN THE FAMILY/CIRCUIT COURT OF MONROE COUNTY, WEST VIRGINIA 

ACCEPT A.t"'llCE OF SERVICE 

I 1,iereby accept service of the S1~0~ and a copy of tl~e Petition in the case styled, 

and 

Civil Action No. , this ·day.of , 20 
-------- ---- ---------- ---

This Acceptance of Service shall have ·the same force and effect as if personally served upon me in 

County, West Virginia, by the Sheriff of said Cowity. -------------Monroe 

Sign~tw;e ofResponqent 

Provide the i11fon11atio11 below if yo11 have NOT 
requested to withhold _vo11r ide11tifyi11g infon11atio11. 

Address 

( ) 
Phone 

Taken, sworn to, and subscribed before me this ____ day of ________ ~ 20 __ 

Notaty Public or Deputy Circuit Clerk 

My Com.niission expires __________________ _ 

SCA-FC-105: Acceptance of Service . 
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IN llIB FAMILY CO{ffl.T OF MONROE COUNTY, WESTVIRGINIA 

INRE: 
The Marriage / Children of: 

Civil Action No. ----------

and 
Petitio~e.r (Fjrst/Middle!La,~t) Re$pondent (First/Middle/Last) 

SERVICEJ.\ilEl\,ffiERS CIVIL RELIEF ACT WAIVER: 
WAIVER OF RIGHT TO REQUEST STAY OF, PROCEEl)I;NGS 

{To he completed by Military Service111e111bers 01izy.J 

I acknowledge,tbat lhave the right to request a stay of proceedings in this case under tile 

Servicemembers Civil Relief Act. The stay of proceedings, or continuance, .would postpone a hearing in this 

case if it were granted. 

I hereby waive and give up the right to a stay of proceedings. I want to proceed with this case. 

Signature Date 

Printed Name 

· Taken, sworii to, and subscribed before me this ___ day of _________ ~ 20 __ _ 

Notary- Public or Deputy Crrcmt Clerk 

M.Y CoIIllll.ission expires __________________ _ 

SCA-FC-115: Servicelhembers CMI Relief Art Waiver: Waiver of Right to Request Stay of Proceedings 
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NOTICE to Court Personnel: 
Pursuant to Rule lO(b) of the Rules of Practice and Procedure for Family Court, upon the filing of 

this affidavit in proper form, the person filing the affidavit, or the person in whose interest the affidavit was 
filed shall be permitted to withhold identifying information from all persons except court personnel whose 
duties require access to the information; and shall not be required to provide identifying information in 
pleadings, forms, document filings, or in any other manner. All court personnel with access to such 
identifying information shall keep the information confidential, and shall withhold it from all persons except 
other court personnel whose duties require access to the information. 

IN THE FAMILY COURT OF _____ COUNTY, WEST VIRGINIA 

In re: The Marriage / Children of: 

_________ , Petitioner, and _________ , Respondent. 

State of West Virginia. 

County of ________ _ 

Civil Action No. --

AFFIDAVIT 
to 

Withhold Identifying Information 

I, _______________ , after being sworn, state that the health, safety, or 

liberty of the persons whose names are listed below would be put at risk by the disclosure of information 

which could be used to locate these persons, or contact them by telephone, or by other means. Persons at 

risk are: ----------------------------

These persons are at risk because: _________________________ _ 

Petitioner _ Respondent. 
(Print your name.) Signature 

Sworn to before me this __ day of ________ , 20_. 

Notary Public 
My commission expires ________ _ 
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