9951EN | February 2018

Working with the Cowlitz Superior Court Clerk’s Office
Should I read this?

I cannot pay the fee. Can I skip the
facilitator?

Yes, if you are filing or otherwise involved in a
Superior Court case in Cowlitz County. This will
help you file papers and appear for court faster
and more easily.

It depends:


 If you need legal advice, see the
contact info at the end of this
publication.



Appointments are optional for most
filings in family law cases.
You must see the facilitator to finalize
any kind of family law case involving
children.

If CLEAR referred you to Cowlitz-Wahkiakum
Legal Aid (CWLA) and you show the volunteer
lawyer your completed paperwork, the lawyer
may sign a statement that they have reviewed
your paperwork and it is complete. If you get
this lawyer statement, you do not need to see
the facilitator and pay the $20.

Where is the Superior Court Clerk’s
Office?
It is located on the second floor of the Cowlitz
County courthouse (312 SW 1st Ave., Kelso, WA
98626) to the right of the elevators.

When is it open?
The Superior Court Clerk’s office is open
Monday – Friday, 8:30 am - 4:30 pm.

 Contact CWLA at 1338 Commerce
Ave., Suite C, Longview, WA 98632;
425-3430 x206;
http://www.cwlap.org; hours
Monday – Thursday, 9:00 a.m. - 1:00
p.m.).

 If you have an emergency: ask the
clerk about getting a case number
so you can file your case and ask for
a fee waiver and emergency orders
on the same day.

The next section discusses filing a motion to
waive your filing fee. If you cannot afford to pay
the court fee, you can file a Motion asking the
court to waive it. If the court finds you qualify
for a fee waiver, you should not have to pay
any fees to file your case.

Who is the Family Law Facilitator? Can
they help?
The Facilitator is an employee of the Superior
Court Clerk. Their job is to meet with you, if you
do not have a lawyer, to check that your
paperwork is complete and you have properly
followed court procedures. The facilitator is
not a lawyer. They cannot give legal advice.
Each appointment with the court facilitator
costs $20.

 Call CLEAR and/or your local
Northwest Justice Project office
right away if you have trouble
getting a waiver of all fees.
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I want to file a parentage case. Do I
have to pay to do this?

provided by CLEAR, Northwest Justice Project’s
Longview office, or downloaded from
http://www.courts.wa.gov/forms/index.cfmor
washingtonlawhelp.org.

Yes. Normally you must pay a fee to start any
type of family law case. How much you pay
depends on the type of case.

Got any tips about filling out forms?
Motions: you must include a declaration
(statement) explaining in as much detail as
possible why you want what you are asking for,
important background facts, and so on.

See
http://www.co.cowlitz.wa.us/index.aspx?nid=1
357 for a list of the types of cases and the cost
of each. This list is also posted in the window
next to the Superior Court Clerk’s office.

Along with your motion and declaration, you
should submit proposed orders telling the court
what you want (examples: temporary order,
temporary child support order, and/or
temporary parenting plan).

If you cannot afford the court fee, you can file a
Motion asking the court to waive (excuse or
cancel) it. If the court finds you qualify for a fee
waiver, you should not have to pay anything to
file your case.

Declarations: Any declarations should be typed
and double spaced, or at least printed clearly in
black ink.

 Our do-it-yourself packet, How to
File a Motion for Waiver of Your
Filing Fee, has more info, forms, and
instructions.

I have filled out my forms. Now what?
File your forms. Go to the clerk’s office. Give
your forms to the clerk directly. Ask the clerk to
stamp your copy of the document to confirm
when you filed it.

 To get copies, call CLEAR (see end of
this publication for phone number)
or CWLA to ask for copies, or
download them from
www.washingtonlawhelp.org

Remember: You should have all documents you
file served on the opposing party, except for
the fee waiver form and confidential
information form. Service of court documents,
especially those starting a case (Summons and
Petition/Complaint), must follow certain rules
and procedures. Make sure service is proper.
Carefully read the service instructions in the
packets, or talk to a lawyer.

I do not need a fee waiver. Where can I
find the other papers I need to get for
my case?
For all family law cases, you must use stateapproved forms. You can get the right forms
from CLEAR, Northwest Justice Project’s
Longview office (1338 Commerce Ave. – Suite
210, Longview, WA 98632; 425-1537;
http://nwjustice.org/), CWLA, the Superior
Court Clerk’s office, or
www.courts.wa.gov/forms/. CWLA and the
Superior Court Clerk’s office charge for all
forms packets. CWLA provides some individual
forms free. There is no charge for packets

 CWLA offers free forms workshops
for divorce and child custody. (See
above for contact info.)
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How do I schedule a hearing date?

o Go to the ex parte docket with your
motion, order, and, if you are asking for
restraining orders, two copies of a law
enforcement information sheet. They
hold ex parte docket every afternoon.
(The start time is different each day.)
Call the Superior Court Clerk’s office to
get the start time. Get more info about
getting ex parte orders in the family
category of
www.washingtonlawhelp.org.

The Superior Court Clerk’s office has the form
you need to set (schedule) a hearing date. You
can also get it online:
http://www.cowlitzsuperiorcourt.us/rules-andforms.
You must properly time your motion and
service of it. Here are deadlines for family law
motions:
o You must have family law motions
served nine business days before the
hearing.

Go to the ex parte docket early to make sure
the judge hears your case. If you have an
emergency that cannot wait until the next ex
parte docket, you must submit your paperwork
by 10 a.m. for a decision by 3 p.m. that day. If
you want a conformed copy that day, it will
cost $30 (except for Protection Orders).

o Response declarations are due by 10:00
a.m. four business days before the
hearing.
o Reply declarations are due by 10:00
a.m. two business days before the
hearing.
o Make an extra “bench” (judge’s) copy of
any documents you are filing less than
one week before your hearing. Put the
time of your hearing on the upper right
corner of the first page of the
document. Hand the clerk the bench
copies.

 You do not have to see the
facilitator before asking for an
emergency/ex parte order.

English is not my first language. Can I
get a court interpreter?
Ask about how to get an interpreter at the
Superior Court Clerk’s office window. Or get
forms and instructions (including an application
to have an interpreter paid for by the court if
you are indigent) from the Superior Court’s
website:
http://www.cowlitzsuperiorcourt.us/rules-andforms .

I have an emergency. Can I get an
emergency court order?
We call an emergency order “ex parte.” This
means the judge signs the order without notice
to the other side. Cowlitz judges prefer it if no
later than that morning, before you head for
the courthouse, you first call the other side to
say what you plan to do.

Sign Language (ASL) interpreters are also
available.

To get an ex parte order, you must do all these:
o Fill out the forms.
o Make sure your case is already filed so
you have a case number. (You can file it
the same morning.)
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I need legal help. Can the clerk help
me?



Superior Court Clerk’s Office info:
http://www.co.cowlitz.wa.us/clerk/.

The Superior Court Clerk is not a lawyer. They
cannot give legal advice or help. Call CLEAR at
1-888-201-1014. The CLEAR advocate you
speak with on the phone might provide all the
help you need. The CLEAR advocate might refer
you to Cowlitz-Wahkiakum Legal Aid or the
Longview Northwest Justice Project office for
more help.



Cowlitz County Superior Court info and
local forms:
http://www.cowlitzsuperiorcourt.us/rul
es-and-forms.



Local court rules:
http://www.courts.wa.gov/court_rules/
?fa=court_rules.list&group=superior&se
t=supcwl.



Statewide court rules:
www.courts.wa.gov/court_rules/.
Follow the links to “Rules for Superior
Court” and then “Superior Court Civil
Rules.”



Cowlitz-Wahkiakum Legal Aid (CWLA)
and other local resources:
http://cwlap.org/.

Is there more info online?


Court forms:
www.courts.wa.gov/forms/.



Forms packets with instructions and
“know your rights” publications on
many legal issues:
www.washingtonlawhelp.org.

This publication provides general information concerning your rights and responsibilities. It is not intended as a
substitute for specific legal advice.
This information is current as of February 2018.
© 2018 Northwest Justice Project — 1-888-201-1014.
(Permission for copying and distribution granted to the Alliance for Equal Justice and to individuals for noncommercial use only.)
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